
JOB DESCRIPTION

JOB TITLE:  Business Development Co-ordinator

DATE:    March 2022

JOB TYPE: Permanent

DEPARTMENT: Support Staff

A top-tier international law firm is looking for a motivated and organised business development
coordinator to lead the firm’s development of client and other relationships.

Volterra Fietta is a London-based, top-tier law firm, ranked Band 1 in Chambers & Partners and
numerous other legal directories in public international law, with a diverse set of clients and
relationships around the world.  The firm seeks a dedicated BD coordinator who, on a part-time
or full-time basis, would serve as the firm’s go-to point for its numerous business development
and marketing initiatives.

DUTIES AND RESPONSIBILITIES

 Lead and coordinate the firm’s business development initiatives
 Provide advice, to senior and junior lawyers, on business development strategies
 Pro-actively consider and raise potential business development opportunities with the

firm’s senior lawyers
 Maintain the firm’s public profile, including its (a) brochures; (b) website; (c) LinkedIn

posts; (d) virtual seminars; (e) newsletters; and (f) client alerts.
 Work with lawyers to prepare pitches for new business, from existing and potential

clients.
 Coordinate updates of the firm’s lawyers’ professional profiles and CVs.
 Organise submissions to legal directories and establish and maintain relations with legal

directories
 Organise and manage potential international conferences based in London, such as the

London International Boundary Conference

SKILLS REQUIRED

Essential

 Business or Marketing Degree (or equivalent)
 Precise and articulate communication skills, including writing skills
 Proven experience in business development (or sales, for the right candidate)
 Excellent organisation skills and initiative
 Attention to detail and accuracy
 Able to work under pressure to meet tight deadlines whilst maintaining a high standard

of work and conduct
 Good knowledge of Microsoft office suite and Adobe (PDF) functions
 Good knowledge of LinkedIn



 Able to seek guidance promptly or to investigate further
 Good interpersonal skills
 Confidence and assertiveness
 Professional integrity

We can be completely flexible in relation to working hours and will therefore consider both full-
and part-time applicants.

Volterra Fietta is an equal opportunity employer and we do not discriminate on the basis of a
person's gender, ethnicity, disability, sexual orientation or any other protected characteristic.
Volterra Fietta encourages applications from candidates of diverse backgrounds.

Salary will depend on a series of factors, including prior experience and whether the position is
filled on a part-time or full-time basis.

Please note: a background in the legal sector is not a requirement for this role.


