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About Thompson Smith and Puxon Solicitors 

 

Thompson Smith and Puxon (TSP) is a Legal 500 firm with a diverse range of legal services. The firm 

has undergone rapid evolution over the past 5 years and is in a period of organic growth which it 

intends to continue over the next 5 years. The firm’s main office is in Colchester, Essex with a branch 

office consisting of two buildings in Clacton-on Sea, Essex but it benefits from having clients and 

work sources that are local, regional, national and international as well as a substantial commercial 

and private client base. The firm became a corporate partnership in 2006. There are nine corporate 

partners. The firm employs c70 individuals. 

 

The firm’s management consists of the firm’s Board of Directors (BoD) and a non-lawyer Chief 

Operating Officer (C.O.O). The firm adopted this management model in 2010 in order to utilise the 

individual talents of both lawyers and non-lawyers in the business. This allows the lawyers to focus 

on client care, legal services and business development; it also allows operational management to 

focus on financial strength, developing further efficiencies using advanced IT systems and marketing. 

The model has facilitated more streamlined decision making and increased the firm’s capability to 

react to the rapidly evolving legal market. 

 

The firm is in a period of growth with plans to build on its current success over the next five years. 

 

The Organisation 

 

TSP has nine directors, all of whom attend monthly BoD meetings. There is a high level Board 

comprising the firm’s Finance Director and C.O.O. that reports to the BoD. 

The firm believes in an open and transparent culture and while accountability for a given team’s 

success lies with the team leader, each individual benefits from the mutual support of the high level 

board and the BoD. 
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The Firm’s Decision Making Rules 

 

The statements below should be considered as the firm’s constitution-forming rules. They are the 

guiding force for all decisions at all levels of the firm. 

Pledging to operate within these rules will confirm the firm’s commitment to its stated Mission and 

Vision. All staff (new and existing) should be asked to affirm their “pledge of allegiance” to these 

rules. 

• We will make all decisions based on putting the clients’ interests first, the firm’s 

second and the individuals last. We will not accept people who fail to operate in this 

way. 

• We will achieve levels of client satisfaction that results in referrals becoming our 

main source of business. 

• We will have no room for those who put their personal agenda ahead of the 

interests of their team. 

• We will design reward and appraisal systems to reflect a judgemental assessment of 

the overall contribution to the success of the firm, not just short term individual 

performance. 

• We will require, not just encourage, everyone to learn and develop new skills. The 

firm accepts its obligation to help each individual achieve this. 

• We will invest a significant amount of time each year in things that will pay off in the 

future. 

• We will select, evaluate and remunerate those in team leadership roles based 

primarily on the success of their group rather than their individual performance. 

• We will, individually and collectively, operate with a “stewardship” mentality 

towards our junior people, accepting the obligation to coach, mentor and develop 

those that report to us. 

• We will not tolerate a lack of respect in dealing with other people at any level in the 

firm or shirking or dumping of responsibility. Only those of the highest integrity will 

be allowed to retain membership of the firm. 
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The Candidate 

 

We are seeking a confident, pro-active and energetic candidate with strong communication and 

organisational skills to join our busy Marketing and Business Development Team. Working closely 

with the Marketing and Business Development Manager they will be forward thinking, a team player 

and willing to go the extra mile.  

 

The Role 

 

The main responsibilities of the role will include assisting with all marketing communications, 

advertising and PR, website maintenance, as well as undertaking regular market research and direct 

marketing activity whilst managing the marketing databases effectively. The role will include as a 

minimum: 

• Assisting with the design and production of marketing material including brochures, leaflets 

and branded items 

• Carrying out digital marketing campaigns using social media and Google Adwords 

• Maintaining the firm’s website via the Content Management System (CMS) 

• Assisting with the organisation and delivery of internal and external marketing events 

• Copy writing and proof reading 

• Liaising with design and media agencies and PR / press contacts 

• Managing and maintaining the client and contacts database 

• Maintaining internal records of all TSP business development activity 

 

Envisaged Background 

 

The ideal appointee will have experience of working in a marketing and business development role 

although the position may also suit a recent marketing / design graduate looking to establish a 

career in marketing and business development.  

 

 



 

6 

 

 

 

 

Desirable Experience 

 

• Experience in a similar role or recent marketing / design graduate 

• Experience of working with website content management systems, in particular Wordpress 

• Experience of working with Indesign and the Adobe creative suite 

• Experience of running and managing digital marketing campaigns 

• An excellent grasp of the written word. Copy writing experience would be useful but training 

can be given in this area. 

 

Personal Style 

 

• Enthusiastic, motivated and professional 

• A highly organised individual with the ability to work on their own initiative or as part of a 

team.  

• A multi- tasker who has the ability to work under time pressure and meet tight deadlines 

• Accuracy, attention to detail with a helpful can-do attitude  

• Excellent communication skills, both verbal and the written word 

• The ability to manage both internal and external relationships 

• A strong eye for design /a creative thinker  

• A willingness to learn  
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Recruitment Process 

 

1
st

 Stage  - Telephone Interview from which a shortlist of candidates will be derived 

2
nd

 Stage  - Interview with the Chief Operating Officer and the Marketing and Business 

Development Manager to establish cultural/behavioural fit, competencies and 

experience. 

3
rd

 Stage - Second Interview if required 
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TSP Marketing and Business Development Co-ordinator Person Specification Criteria 

 

Education and Qualifications 

• Recently educated to Degree Level standard (marketing / design or similar 

degree) 

• Or have substantial proven work experience in a similar role 

  

Assessed by means of experience outlined in application 

covering letter, curriculum vitae and certificates 

 

Personal Style 

• Motivated and enthusiastic with a passion for marketing 

• Comfortable working both individually and as part of a team 

  

Assessed by means of experience outlined in application 

covering letter, curriculum vitae and during the interview 

process 

 

Knowledge, Skills and Ability 

• Good verbal communication and interpersonal skills 

• Ability to implement and manage digital marketing campaigns 

• Excellent organisational skills and event management experience 

• Ability to maintain, update and further develop the TSP website 

• Proficiency in Indesign, Wordpress, and MS Office suite of products 

  

Assessed by means of experience outlined in application 

covering letter, curriculum vitae and during the interview 

process 
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