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Maine Center for Elder Law, a practice of Perkins Thompson, P.A., is seeking a Reception & 
Intake Coordinator for its Kennebunk office.  As the first point of contact representing the firm, 
the successful candidate will possess a friendly, professional demeanor and excellent customer 
service skills.   
 
The Reception & Intake Coordinator is primarily responsible for (1) managing the firm’s 
reception and intake process; (2) maintaining positive client and referral relationships; (3) and 
providing general attorney and office support.  Specific duties include, but are not limited to: 
  
Reception – Serve as the primary point of contact for all incoming calls, visitors and clients 

 Answer all incoming calls and route internally as appropriate  
 Assess potential client calls and proceed to intake if appropriate (see Intake below) 
 Greet office visitors and assure they are made comfortable 

 
Intake – Coordinate all aspects of the firm’s initial consultation process 

 Screen potential clients to ensure suitability for both firm and potential client 
 Complete client intake and conflict checks 
 Schedule consults and preparing consultation paperwork 
 Maintain initial consultation tracking spreadsheet 

 
Client/Referral Relations 

 Maintain positive client relations by being welcoming, attentive and discreet 
 Maintain positive referral source relations by sending thank-you cards for referrals and 

sending congratulatory notes when appropriate 
 
Attorney/Office Support 

 Scan, copy, create files, organize deposits and mail monthly bills 
 Open mail, scan as needed and distribute 
 Create agendas and take minutes for staff meetings 
 Schedule appointments and signings and reserve appropriate conference rooms 
 Process estate planning documents as directed 
 Update and maintain active matters lists 
 Maintain waiting and other public areas 
 Order supplies 

 
Qualifications and Skills 

 High school diploma/GED required 
 3 years of office support, reception, and/or administrative assistant experience preferred 
 Proficiency with Microsoft Office, legal billing software and case management software 
 Strong written and verbal communication 
 Ability to relate to individuals from diverse client population with diplomacy, respect and 

empathy 
 Ability to exercise good judgment and discretion with adherence to client confidentiality 
 Ability to work accurately, with interruptions 
 Strong organizational, time management and problem-solving skills 
 Ability to work both independently and as part of a team 


