
 

 

 

JOB DESCRIPTION 

JOB TITLE:  Business Development Coordinator   
 
JOB TYPE:  Permanent (4 or 5 days per week) 
 
SALARY:    Competitive (pro rata working hours) 
 
DEPARTMENT: Support 
  
 

This is an exceptional opportunity for an able, motivated and organised individual to progress 
their career in business development within a professional services environment. 
 
Volterra Fietta (“the Firm”) is a top-tier law firm based in Central London.  The Firm is ranked in 
Band 1 by Chambers and Partners and in Tier 1 by The Legal 500 for its expertise in public 
international law.  The Firm’s clients and professional contacts are located throughout the 
world.   
 
Purpose of the role 
 
The Firm’s Business Development Coordinator (“BDC”) acts as the go-to point for its numerous 
business development and marketing initiatives.  The BDC liaises directly with all of the Firm’s 
Partners and Associates, supporting and guiding them in team-based and individual business 
development activities.  The BDC is also responsible for maintaining and developing the Firm’s 
central marketing programme. 
 
Core responsibilities 
 
The BDC is expected to: 
 

 Support business development initiatives focused on prospects, countries and regions 
 Work with the lawyers on pitches for new business from existing and new clients 
 Raise potential business development opportunities with the firm’s lawyers 
 Support the lawyers in developing and implementing business development strategies  
 Maintain and develop the Firm’s web-based profile raising activities, to include the 

posting of content on the website and LinkedIn and the production and dissemination 
of e-newsletters and client alerts  

 Maintain and develop marketing collateral including the Firm’s suite of brochures 
 Coordinate updates of the lawyers’ professional profiles and CVs 
 Organise directory submissions and establish and maintain good relations with key 

contacts at Chambers and Partners, The Legal 500 and other legal directories relevant 
to the Firm’s practice 

 Manage the Firm’s involvement with London-based conferences and networking events 
 Manage the Firm’s seminars and training programmes 

 
As a core member of the Firm’s support team, the BDC should seek opportunities to contribute 
proactively to the business development programme and other aspects of the Firm’s support 
activities. 



 

 

 
 

Context of the role 
 
Volterra Fietta is the leading Firm in the world in a specialised area of the law.  It has 20-25 
lawyers.  The BDC has a hands-on role, interacting on a daily basis with lawyers who are global 
leaders in their field. 
 
The BDC’s main reporting line is to the Practice Director.  The BDC is expected to establish and 
maintain good working relationships with the Partners, Associates, Director of Administration 
and all other staff. 
 
The role is office-based to enable close and frequent interaction with colleagues. 
 
Candidate requirements 
 
The BDC should have the following skills and personal qualities: 
  

 Excellent verbal and written communication skills  
 Attention to detail and accuracy 
 Good knowledge of Microsoft Office and Adobe (PDF) software 
 Good knowledge of LinkedIn 
 Some knowledge of marketing software is desirable 
 Excellent organisational skills  
 Proactive, driven, able to take the initiative 
 Able to work under pressure to meet tight deadlines whilst maintaining a high standard 

of work and conduct 
 Knows when and how to seek guidance or explore alternative solutions 
 Strong interpersonal skills when engaging with different roles and personality types 
 Confidence and assertiveness 
 Strong work ethic 
 Professional integrity 

 
Experience in business development or a similar role is desirable, ideally gained in a 
professional services environment.  Education should be to degree level or equivalent.   
 
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. 
 


