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Debevoise & Plimpton Job Description

Title: IS Trainer, Europe and Asia
Department: Information Services
Reporting To: IS Manager, Europe and Asia
Location: London
The Firm 

Debevoise & Plimpton LLP is a leading international law firm with offices across the world. It has a substantial European practice with particular emphasis on international arbitration and litigation, cross-border acquisitions, capital markets transactions, private equity funds, financings and restructurings. The London office has more than 120 lawyers, including twenty two partners and seventeen international counsel. Over two thirds of our lawyers are UK-qualified. Our London lawyers work closely with their colleagues in New York, Paris, Frankfurt and Moscow, as well as with lawyers in our other offices. The London office has an overall count of over 235. 

The Position

This full-time position is based in London and delivers training to London as well as Frankfurt, Paris, Moscow, Hong Kong, Shanghai and Tokyo.  The Trainer also provides some Help Desk and User Support in the London office. This is perhaps 10% to 20% of the role.
Responsibilities: 
· The Trainer is part of the London IS team and provides services from 9.30am to 5.30pm (or as required) Monday to Friday for a Win10/Office 2010 user base.

· Good technical skills as well as previous training experience are essential, along with excellent communication skills.

· The Trainer provides end-user induction training, ongoing user training and specialist support in Office 2010/2016, the Debevoise Document Management System (iManage) and specific Debevoise toolsets to lawyers and staff in all European & Asian offices. This is done through various delivery systems, including classroom style settings, desk-side one-to-one training, handouts and online through GoToMeeting or telephone training and support.

· On a day-to-day basis the position requires a strong and flexible work attitude as well as an excellent service delivery focus and responsiveness to client needs.
Training Requirements: 

· Provision of training in the following applications – Outlook, Word, Excel, PowerPoint (Office 2010/2016), iManage, Carpe Diem, InterAction, PDF Converter, mobile devices (iPhone, Android) as well as induction training in the use of Debevoise & Plimpton systems such as style sheets, macros and templates. Familiarizing users with basic aspects of Windows 10, Internet Explorer, the use of remote access connection via Citrix and the use of Tokens is also part of the core training required. Training will be carried out on a one-to-one basis at a person’s desk, one-to-many basis in a dedicated training room or lunchtime demonstrations to a bigger group in a conference room or remotely for the global offices (GoToMeeting).

· End User Word/Excel Specialist:  The person in this position is also required to deliver to the offices specialist Word/Excel and iManage user support.  Many of the documents received by secretaries and lawyers have formatting issues and specialist support to strip or repair badly formatted, corrupt or non-standard documents requires the skilled focus of the person in this role.

· The Trainer will from time to time be required to produce training documentation and training videos in conjunction and oversight from the New York office and User Support Manager.

· The role requires some regular travel to the overseas offices.

User Support Requirements:
· Where possible, provide help and support when a member of the IS department is on leave or away from the office.

· Ensure that Debevoise standards are adhered to by end users.

· Become involved in IS projects, as requested.

· Be proactive in the resolution of difficulties and faults by taking ownership in the resolution of issues and escalating where necessary.

· Log and manage support calls using the firms Help Desk Software.

· Inform or escalate to the Office Manager and IS Management in a timely manner any problems or issues which affect the office and its performance in regard to training.

· Participate in telephone conference calls with other trainers within Debevoise to share knowledge and provide peer support.
Skills & Qualifications
· Previous training experience obligatory with law firm experience highly desirable.

· Must have skills and experience in the following technical areas: Office 2010/2016, Word (very good knowledge of styles, sections, numbering, tables), other Microsoft Office products, a document management software (iManage for example).

· Highly desirable qualifications and skills: Good written and verbal communication skills, to be able to talk with partners, associates and staff alike in problem resolution and to be able to deliver appropriate and responsive service to all levels of people within the firm.

Competencies Required 
· An excellent communicator, who has a desire to help people and to solve problems.

· A desire to constantly improve the levels of support and training in the workplace.

· A client-focused person, with an excellent service ethic, a happy disposition and a positive and flexible outlook.

· A team player – supportive, solid with an ability to work within a small team.
· Willing to provide training for the Asian offices out of business hours when necessary.

Other 

This is a developing role and the job profile is not exhaustive.  It may vary in line with the changes in the team’s objectives and the firm’s policies.
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