WERLTHY® Model Accountability Contracts

WOMAN LAWYER

Client Care Specialist

The primary responsibility of the Client Care Specialist is to manage our clients from intake to closing. The
Client Care Specialist must excel in multi-tasking and taking on additional responsibilities as the firm
continues to grow.

The Client Care Specialist must be able to work independently and as part of a team in the firm’s fast-paced
environment, be able to work with minimal guidance, and prioritize multiple concurrent tasks. The Client
Care Specialist will be the first point of contact for our clients, so this individual is tasked with making a
great first impression, discussing our services with clients, and determining whether the caller meets our
case criteria.

The primary duties and responsibilities of the Client Care Specialist position for the firm are as follows:

Answering all incoming calls to the firm

Communicating with clients and co-professionals on behalf of the firm

Gathering information from potential clients in a friendly and empathetic manner
Working closely with Paralegals and Attorneys to accomplish firm and case goals
Managing referral database and work with outside attorneys and agencies
Drafting basic correspondence and legal documents

Opening new case files in accordance with firm policies

Performing administrative tasks such as copying, scanning, faxing, emailing, filing, calendaring,
organizational tasks, etc.

« Maintaining detailed notes depicting the Client Care Specialist’s work on each case
+ Assisting with the management and maintenance of case files

e Manage scheduling to the firm calendar

This list may not be all-inclusive. The Client Care Specialist, as with every employee of the firm, maybe,
from time to time, asked to participate in activities outside the scope of this agreement for the purpose of
providing exceptional service to the firm's clients and for the benefit of the firm.

1, , have read the above and understand the duties and
responsibilities of the law firm Client Care Specialist. | desire to hold this position, and | agree to perform
the above-outlined duties with excellence and in accordance with the firm’s Core Values and Mission and
Vision Statements.

Signature Date



