
 

LEGAL PROJECTS SECRETARY 

JOB DESCRIPTION 

24 Acoustics Ltd is an engineering consultancy specialising in acoustics, noise and vibration.  We are based in 

Romsey (Hampshire) with a satellite London office and undertake projects throughout the UK and occasionally 

overseas.   

Our work is interesting and diverse and includes work across many sectors, including minerals and waste, 
architectural design (schools, studios, auditoria, leisure facilities and commercial premises), industry (including 
manufacturing, utilities, oil and gas and power generation) and renewable power.   
 
We have recently been subject to a huge surge in demand for our expert witness services.  We provide expert 
reports written for the courts in connection with industrial deafness claims.  This is high profile work which 
requires a high degree of attention to detail both from the engineers undertaking the work and the back office 
administrative staff supporting the work. 
 
We are seeking to appoint a meticulously organised secretary who will administer and fully manage these projects 
on behalf of our engineers throughout each project’s lifecycle.  S/he will be capable of the following: 
 

 Setting up a basic database to manage and administer the projects; 

 Liaising with the law firms to accept the initial instruction and producing the fee proposals for the work; 

 Calendaring each engineer’s time to ensure that they are not overcommitted with reports and taking 
responsibility for the overall planning of our legal work; 

 Ensuring that all evidence is received and filed in advance of the deadline date for the issue of each 
report; 

 Providing assistance in producing the ‘bare bones’ of each report prior to the engineer’s input; 

 Issuing the reports and invoicing the work; 

 Chasing for payments where necessary; 

 Managing junior admin staff where necessary to assist. 
 
This is likely to be a relatively demanding role in a complex area and would suit an individual with past experience/ 
qualifications as either a technical or legal secretary.  This is not essential, however, provided you are meticulous 
and organised and can exercise attention to detail at all times. 
 
Hours to be decided by negotiation.  Minimum 30 hours per week but full-time (37.5 per week) preferred.  
Flexibility for school holidays/ working days etc. can be agreed for the right candidate.   
 
We provide a relaxed, non-corporate working environment and in a beautiful oak-framed office building 
surrounding by countryside.   



Qualifications 
 

 4 GCSE (or equivalent) grades A-C, to include English and Mathematics or equivalent; 

 To be IT literate, with a excellent working knowledge of Word and Excel; 

 Confident and effective communicator; 

 Professional secretarial qualifications are desirable but not essential. 
 
Salary Details 
 

 Salary between £16,000 and £25,000 (pro-rata) (depending upon qualifications and experience); 

 Annual performance- related bonus; 

 We offer a contributory group pension scheme (with staged company contributions depending upon the 
level of individual contribution); 

 30 days annual leave (pro-rata). 
 
For further information please contact Reuben Peckham on 01794 515999 or via email at 
reuben@24acoustics.co.uk 
 
Further company details may be found at www.24acoustics.co.uk 
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