
JOB DESCRIPTION  

POSITION Title:                Firm Administrator Type of Position: Full-Time 
 Reports To:     Managing Shareholder Hours: Set by Managing Shareholder 
 Status:              Exempt   

 

SUMMARY The Firm Administrator is responsible for day-to-day operations and personnel 
management.  This position works closely with all shareholders and requires both 
hands-on as well as strategic contributions to the successful operations of the firm.  

 
RESPONSIBILITIES   Directs the human resources function to include talent development, recruiting, 

performance management, on-boarding, salary administration, profitability analysis 
and education for all legal and non-legal personnel.   

 Oversees the analysis, recommendation and administration of benefit programs and 
policies.  Oversees 401k administration. 

 Additional areas of supervision include facilities, records management and office 
staff and assistants.  Works in a collaborative effort with the Controller on 
oversight of Information Systems.  

 Works with Managing Shareholder to establish annual budget as well as long term 
fiscal plans for the firm.  Establishes guidelines to optimize profitability.   

 Works with shareholders to drive the strategic and tactical planning process; works 
with the management committee to develop initiatives for law practice. 

 Provides organizational development support to the firm. 
 Maintains communication between attorneys and staff.  Oversees employee 

relations and resolution of employee grievances. 

  
REQUIREMENTS  Thorough knowledge of human resources, California and Federal employment 

laws, administration, finance and personnel management as normally acquired 
through a Bachelor's degree in business administration, human resources, personnel 
management or related field, or the equivalent experience. 

 Minimum of 7 years of progressively responsible work experience within legal or 
other professional service organizations in order to gain experience in managing 
business operations including planning, marketing, financial and personnel 
administration. 

 Ability to identify and analyze complex issues and problems and to recommend 
and implement solutions. 

 Interpersonal skills necessary to maintain effective relationships with partners, 
attorneys, clients and staff in person and by phone; to manage staff, and facilitate 
individual and group meetings dealing with the law office operation. 

 
Please send resume to Yvonne Moore at ymoore@trainorfairbrook.com.




