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John W Davies Solicitors is a law firm based 
in South Wales with offices in Newport and 
Chepstow. We specialise in residential and 
commercial conveyancing, family law, wills, 
probate and trusts.

Founded in 1927, we are one of the longest, 
established law firms in South Wales.

We provide a first-class service to businesses and 
individuals locally, and throughout the UK.



Get in touch
For further information, please contact 
either our Newport or Chepstow office.

Chepstow
T: 01291 639523
F: 01291 639540 
E: hellochepstow@johnwdavies.com

Newport
T: 01633 841773
F: 01633 841823
E: hellonewport@johnwdavies.com

Follow us

@hellojwdlaw

John W Davies Solicitors 

John W Davies Solicitors

Apprentice Office Junior  
Location: Chepstow 
Hours of work: Monday to Friday, 9am to 5pm 

Please note that this role is an Apprenticeship (so you must match certain 
criteria) and is being recruited for via Acorn Learning - please apply via 
their website if you are interested in this role. 

We are a professional, forward-thinking and progressive law firm seeking 
an Apprentice Office Junior to join our team. The role is based at our 
Chepstow office; however agile/flexible working is available for the right 
candidate.

The Role:

• Reception duties, including answering telephone calls and taking 
messages, meeting and greeting clients and visitors, and providing 
refreshments to them when required.

• Dealing with incoming and outgoing mail.

• Ordering stationery from suppliers.

• Preparing files and keeping records up-to-date.

• Establishing effective, professional and positive relationships with 
colleagues and clients.

• Assisting with photocopying and faxing.

• Providing general admin support and other general tasks, as and when 
required for the effective running of the office.

The Candidate:

• Proficient in the use of IT and Microsoft Office; specifically Excel and 
Word.

• Organised and have a keen eye-for-detail.

• Well-spoken and self-motivated.

• Able to work as part of a team.

• Able to prioritise a changing ‘to do’ list.

The FIrm:

John W Davies Solicitors was established in 1927 with an office in Newport, 
specialising in property, family law, and wills and probate. It has enjoyed 
a period of growth over the past 18 months, opening a new office in 
Chepstow in December 2015. The Chepstow office is the home of a UK-
wide conveyancing business that has plans to grow into a serious player in 
the conveyancing market place.


