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Hayes Fry Law is redefining the practice of law. How? Let us tell you why. 
 
WHO IS HAYES FRY LAW? 
We are committed to applying innovative and strategic solutions when handling even the 
most complicated cases while remaining humble, capable, adaptable and fresh with ideas. 
Our promise to clients is our fierce devotion to offering forward thinking, educational and 
integrated approach to solving legal matters in a relaxed environment.  
 
That’s for our clients. For our team, we just like to hire great people and we love to create 
an environment that is above and beyond anything they’ve ever experienced. Why? 
Because our core values mean everything to us. When we hire new team members, we 
not only want them (you?!) to be experienced and a great fit for each role we hire for, but 
we always make sure their values are a great match for our core values. Culture before 
everything.  
 
Are you that person? We take our recruiting jobs seriously, and we only want the best of 
the best. Beyond just skillset, we want to know you’re dedicated, committed, an eager 
beaver, ripe with enthusiasm and willingness above all. We believe that you can work 
hard, have fun and be a part of a work culture that respects their team members. It’s just 
how we roll and we want you to roll on with us.  
 
Hayes Fry Law is currently hiring for a Receptionist/Administrative Brand Ambassador. 
But more than just someone who answers calls and manages the front desk (the 
command centre, the cockpit of the plane so to speak). We are hiring someone to be the 
face of our brand. The first happy, delighted face everyone and anyone sees when they 
walk through our doors. The kind, helpful voice over the phone when they call in – 
whether it be a new or existing client or heck, the pizza delivery guy confirming our 
address. First impressions speak volumes and we want someone who delivers that WOW 
factor.  
 
If you fit the mold, then we want to hear from you. When we hire, we hire family not just 
another person on payroll.  
 

  



 

 
KEY RESPONSIBILITIES 

• To provide excellent administrative support to clients and the office with a focus on 
customer service 

• Primary day-to-day duties include answering phones and emails; managing 
receipts for clients, assisting lawyers with any requests, filing, data entry, 
preparation of deposit slips & daily runs, and so much more. A multi-tasker 
superhero how can knock our socks off. 

• Be the face and voice of our brand. Handling couriers, clients, partners and 3rd 
parties is key to this role. The more welcoming and enthusiastic you can be, the 
more you will shine and the bigger the smile on everyone’s face. Creating 
memorable experiences is what we’re all about.  

• Driven, independent, quick thinker and be able to problem solve independently 
(this is a big one because the lawyers and the assistants don’t always have the 
time to stop and give direction).  

 
WHAT YOU BRING TO THE TABLE 

• Positivity and an outgoing nature mixed with patience and understanding  
• Flexibility and a willingness to learn and take on more if and when needed  
• Experience and maturity with a side of customer service. Someone who is looking 

to work in a role for the long term, because we consider our employees family. 
• Cultural fit. Get along with all personality types but also remain professional and 

kind 
• Highly organized. This job is as organized as the person is doing it. We love list 

people! 
• Knowledgeable with technology and must be able to do the basics but open to 

learning new platforms and systems. If you don’t know the difference between a 
MAC and a PC, this may not be the job for you. 

• Consistent and dependable. Always show up and be consistent in your work and 
job habits.  

• Be a people person! Don’t be a wallflower, we love outgoing, positive and funny 
people who can be serious when needed but also light on their toes. 

• Handle stressful situations calmly and well. Even at HFL we have the occasional 
stressful situation, but how you handle it will give you high fives from the rest of the 
staff. 

• PCLaw experience is a bonus  
 

WHAT’S IN IT FOR YOU  
• Salary is commensurate with experience. 
• Yearly Bonus based on overall performance of firm and employee performance  
• Vacation to be taken as per Statutory entitlements 
• We are closed Statutory Holidays and for one+ weeks over Christmas (above and 

beyond your allotted vacation time). 
• Full Benefits Package including Dental, Wellness, Drugs, and Life Insurance 

 
If this is you, then we’d love to hear from you! Please email us a cover letter and your resume to 
reception@hayesfrylaw.ca and we will be in touch if we think you’re a fit for the role. 
 


