THE MANELY FIRM, P.C. | CAREERS

Client Care Coordinator

Core Role Description

Employment Type Full-time | Non-Exempt

Location Georgia office location determined by business need

Work Arrangement Onsite during onboarding; ongoing schedule determined
by business need

Reports To COQ, Client Care Leader, or designated firm leader

The Opportunity

Be the trusted first connection for families seeking clarity during a difficult moment.

The Client Care Coordinator is a client-facing inside sales and intake professional who helps prospective
clients take the next step toward trusted legal support. This role is not transactional. It requires a calm,
consultative, high-touch approach to listening, understanding a prospective client's immediate concerns,
explaining the firm's consultation process, and ensuring every person receives a respectful and timely
response. The Client Care Coordinator combines a service mindset with disciplined lead follow-up, strong
communication, and ownership of the client journey from first contact through scheduled consultation.

About The Manely Firm

The Manely Firm, P.C. is an advocacy-driven family law practice serving families across Georgia and around
the world. Our work includes family law, international family law, divorce, child custody, division of marital
assets and debts, and estate planning and probate. We lead with Care, deliver Excellence, execute

Strategically, celebrate Diversity, and embrace Growth. Every team member contributes to a client experience

that is intelligent, compassionate, precise, and focused on safeguarding the future of each family we serve.

What You Will Do

® Respond promptly and professionally to inbound phone, web, referral, chat, and other prospective-client
inquiries.

e Conduct initial intake conversations using empathy, curiosity, active listening, and a structured
consultative process.

e Gather accurate contact information, matter details, urgency indicators, and consultation preferences
while maintaining confidentiality.

e Explain the firm's next steps, consultation process, scheduling options, and general service information
without providing legal advice.

® Schedule consultations accurately, confirm appointments, and deliver a warm, organized handoff to the
appropriate attorney or team member.

e Manage ongoing outreach and follow-up with prospective clients who need additional information, time,
or encouragement to schedule.

e Maintain complete, accurate, and timely notes, activity records, and status updates in the firm's CRM or
case-management system.
Meet defined service, response-time, contact, appointment, conversion, and quality expectations.
Collaborate with attorneys, reception, operations, and marketing to improve the client experience and
identify recurring client questions.



e Handle emotionally sensitive conversations with patience, professionalism, sound judgment, and
appropriate escalation.

What You Bring

e Two or more years of experience in client intake, inside sales, admissions, customer success, concierge
service, call center, hospitality, legal services, healthcare, or another high-touch client environment.

® Proven comfort managing a high volume of calls, follow-up activity, and competing priorities while
maintaining a personal, responsive service style.

e Exceptional verbal and written communication, active listening, relationship-building, and professional
presence.

o Demonstrated ability to use a CRM, contact-management platform, scheduling system, or comparable
technology with thorough documentation habits.

e Resilience, maturity, and emotional intelligence when speaking with people experiencing stress,
uncertainty, or urgent family concerns.

e Ability to communicate clear next steps and maintain appropriate boundaries without providing legal
advice.

e Reliable attendance and ability to work from the assigned office location during onboarding and as

required by business need.

Preferred Qualifications

Legal intake, law firm, admissions, enrollment advising, financial services, healthcare, or consultative
inside sales experience.

Experience working against measurable service, outreach, conversion, or appointment-setting goals.
Bilingual or multilingual communication skills.

What Success Looks Like

Prospective clients receive a prompt, compassionate, and organized first response from the firm.
Lead records, consultation schedules, and follow-up commitments are accurate, timely, and complete.
The Client Care Coordinator achieves strong consultation-setting and follow-up performance while
protecting the quality of the client experience.

Attorneys and operations partners receive well-documented, appropriate handoffs that support an
efficient consultation process.

Work Environment and Expectations

This role is highly collaborative and client-facing. It requires regular telephone, written, and in-person
communication with prospective clients and firm colleagues during normal business hours. New hires
complete onsite training and onboarding. The ongoing work arrangement is determined by office coverage,
client needs, role performance, and business requirements.

How We Work

Our Values What This Means in Practice

Care We treat clients and colleagues with empathy, respect,
responsiveness, and professionalism.

Excellence We take ownership, pursue high standards, and follow
through on the details that matter.

Strategy We think critically, communicate clearly, and make
informed decisions in complex situations.

Diversity We value varied backgrounds, perspectives, and
experiences because they strengthen our work.




Growth We welcome feedback, seek learning opportunities, and
build meaningful careers over time.

Benefits and Career Development

Eligible employees may receive health, vision, dental, short-term disability, life insurance, 401(k), paid
holidays, vacation time, flexible work hours, hybrid work flexibility where applicable, company retreats, and
paid professional memberships. We are committed to meaningful mentorship, continuous learning, and
opportunities to grow.

How to Apply

To apply, email your resume and a compelling cover letter to jobs@allfamilylaw.com.

Important: Client Care Coordinators are not attorneys and may not provide legal advice or create an attorney-client
relationship on behalf of the firm.

Equal Employment Opportunity

The Manely Firm, P.C. is proud to be an Equal Employment Opportunity employer.

We make employment decisions based on qualifications, merit, and business need. Applicants who need assistance or an
accommodation during the recruitment process may contact jobs@allfamilylaw.com.



