
 

Job Title: New Business Intake Assistant Status: Full-Time 
Reports to: Director of Finance Classification: Non-Exempt 
 

SUMMARY:  Morris, Nichols, Arsht & Tunnell LLP has an immediate opening for a new business intake 
assistant.  Reporting directly to the Director of Finance, this entry-level position in the accounting 
department will support two research specialists in the risk management area.  The ideal candidate will 
have a college degree, excellent organizational skills and strong computer skills. 
 
Responsibilities: 
 
Set up new matters in the financial software for purposes of time and billing. 
 
Maintain a vast database of clients, matters and risk management data. 
 
Perform opening and closing of matters (update matter status) in the financial software. 
 
Make edits to existing matter and client files including addresses, billing requirements, billing attorneys, 
etc. 
 
Gather and electronically file documents such as engagement letters, billing guidelines and risk 
management research. 
 
Research and determine the appropriate attorney credit for the new business. 
 
Undertake projects as needed where large amounts of data require updates. 
 
Run reports as needed and organize data in a professional manner using Excel or Word. 
 
Preform other administrative duties as needed, including occasional data processing. 
 
 
Qualifications: 
 
Exceptional organizational skills required. 
 
Professional demeanor and excellent communication skills. 
 
Ability to multi-task and thrive in a fast-paced, frequently-changing environment. 
 
Close attention to detail and a commitment to performing quality work. 
 



Computer skills including a working knowledge of Excel, Word, Adobe, Internet Explorer and other 
windows based applications. 
 
College degree is preferred. 
 
Experience in a professional office environment is a plus. 
 
The above described job elements are intended to indicate the general nature and level of work being 
performed by employees assigned to the job. They are not intended to be an exhaustive list of duties, 
responsibilities and skills required of employees so classified.  
 
Interested candidates are invited to submit resumes directly to humanresources@mnat.com. Please 
include “New Business Intake Assistant” in the subject line.  Qualified candidates will be contacted to 
schedule an interview.  Morris, Nichols, Arsht & Tunnell LLP is an equal opportunity employer. 
M/F/VV/D. 
 
 
 
 

 

 

 
 

 


