
 

 

 

Job title: Portuguese/Brazilian Client Relationship Legal Assistant 
Tracey Solicitors LLP are a dynamic and progressive law firm with over 35 years’ experience, and specialise in 
Personal Injury Plaintiff Litigation.  

We offer a vibrant office with excellent work life balance, where we strive to protect the interests of those 

who suffer serious personal injuries. 

We have a terrific team structure, a really rewarding client-centric culture, and a very forward-looking 

approach to our business - we’ve been paperless since 2008. 
 

We offer our clients personal attention, use plain language and provide practical and impartial advice. We 

are committed to the relentless pursuit of our client’s needs, delivered by a trusted, empathetic and 
innovative team. We use best-in-class systems and processes.  

If you’d like to be part of our team, we’d love to hear from you. 

Position overview: 

We are seeking a Client Relationship Legal Assistant, fluent in Brazilian/Portuguese. This role offers a 

fantastic opportunity for a self-motivated and client-focused individual to join the firm. 

 

The role will be supporting Solicitors in managing Brazilian/Portuguese new queries and existing client cases, 

and will have the ability to work in a challenging and dynamic environment with evolving priorities. 

 

Key responsibilities: 

• Supporting Client Relationship Manager in dealing with all new business enquiries. 

• Supporting Solicitors in managing Brazilian/Portuguese client cases. 

• Management of daily tasks such as  

- Preparation of Injuries Board submissions 

- Review of court documents with clients 

- Attending in house client meetings 

- Dealing with all incoming calls from Brazilian/Portuguese clients to include general case 

enquiries from clients and new queries. 

- Opening new files  

- Managing emails received from clients. 

- Translation of documents.  

• Liaising with Barristers/Witnesses/Translators etc re hearing dates/medical appointments etc. 

• Attendance at settlement/consultation talks with Solicitors.  

• Management and scheduling of daily calendar appointments. 

 

Core competencies (essential): 

• Fluent in English and Brazilian/Portuguese  

• Enthusiastic, motivated, ‘can do’ attitude 

• Excellent stakeholder/client care management skills 

• Excellent communication skills 

• Proficiency in Microsoft Office Suite and IT literate 

• Ability to work independently and collaboratively on a team to achieve objectives 

• Hands-on experience with office equipment (e.g. printers; typing skills) 

• Tact and diplomacy 

• Ability to be resourceful and proactive when issues arise 

• Excellent organizational skills, time management, and able to prioritise. 



 

Experience: 3 years’ experience within a client focused, fast moving environment. 
 

Qualifications: 3rd Level Education (desirable). 

 

Desired skills: Customer care, legal background or experience using a case management tool.  

 

 

 

 

 

 

 

 

Check out our website at www.traceysolicitors.ie for further information. You can view a short video about 

who we are by clicking here. 

 

 

Please send your application to Leah O’Driscoll at: 
lod@traceysolicitors.ie 

 

Role title: Portuguese/Brazilian Client Relationship Legal Assistant 

Role reports to Solicitor (day to day) and Customer Relationship Manager 

Role level Assistant 

Client facing role Yes 

Role requirements Full time in the office within standard business hours 

http://www.traceysolicitors.ie/
https://youtu.be/c0gto1osMZI

