
 

 

 

 
 
 
 

Compliance Systems 
Manager, London 

 

Job Description 

 

 
 

 
 
 



 
 

charlesrussellspeechlys.com 1 
 
 

Making a difference 

 

 

 

Who we are 

We are an international law firm with a focus on private capital at the intersection of personal, family 

and business. 

Our ability to understand people makes us who we are. We work together to build deep and trusted 

relationships that deliver meaningful value to our clients. We do this with empathy, attention, and 

clarity. No jargon, no attitude. We know what matters. 

 

 

We are committed to running our business responsibly 

We recognise that our long-term success as a responsible business depends on the health and 

resilience of our people, our clients, our communities, and our natural environment. We are working 

hard to ensure that we make a positive contribution for all our stakeholders. 

 

As part of this, we are committed to developing an increasingly diverse, inclusive, and supportive 

workplace environment where everyone can bring their whole selves to work, feel valued, feel that 

they belong and can fulfil their potential. 

   

We understand the benefits of hybrid working.  

We adopt a hybrid working approach, working on a 60/40 split of working in the office and working 

remotely. This arrangement is non-contractual, dependent on requirements of the role and subject 

to manager approval. 
 

What we value  

Our values represent who we are as a Firm. They are designed to guide the way we think, behave, 
speak, collaborate, and do business. Please see our four core values below.   
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Compliance Systems Manager 

The firm’s Risk Legal Team, led by General Counsel Susan Rosser, includes 12 lawyers and 4 paralegals advising 

on all aspects of legal risk, including financial crime compliance, claims, complaints, insurance, engagement 

terms, contracts, data privacy, SRA STaRS compliance and conduct issues and regulatory engagement. 

The firm’s Director of Compliance and MLCO, Zoe Allen-Robinson, is primarily responsible for ensuring the firm 

complies with its obligations around anti-money laundering compliance, international sanctions and client 

suitability/reputational risk issues. The New Business Intake (NBI) team is headed by Dom Doige, Head of NBI, 

and includes New Business Intake Managers, Senior Compliance Analysts, Compliance Analysts and 

Compliance Assistants with some of the team based in Europe, the Middle East and Asia.  The NBI team handles 

all aspects of on-boarding new clients and ongoing client monitoring where required, including client due 

diligence (CDD), sanctions checks and conflict checking for the entire firm.  The NBI team’s objective is to on 

board new clients and matters as efficiently as possible whilst ensuring that all regulatory requirements are 

met.   

The Compliance Systems Manager will report to the Head of NBI but will have wider interactions with all 

members of Compliance, including the Compliance lawyers, members of the IT department and more broadly 

across the firm. This role will also work especially closely with the Head of Finance Systems and other members 

of the Finance Systems team. 

The role is to support and assist the Head of NBI with the firm’s projects in relation to the continuing 

maintenance and development of Intapp Intake, along with the Intapp Walls and potentially other Intapp 

products to meet the firm’s regulatory and other internal requirements. This is an exciting opportunity to use 

your knowledge and experience of both onboarding procedures and Intapp to get involved with all aspects of 

the projects, including formulating requirements, attending design workshops, helping with user acceptance 

testing, training, writing manuals and procedures and change management. 

Roles and Responsibilities  

• Represent the interests and needs/requirements of the Compliance Department in project meetings with 

internal stakeholders and external vendors.  

• Develop a comprehensive understanding of current Compliance and business acceptance processes and 

procedures, along with understanding the future aims of the department’s projects.  

• Management of the development and maintenance of all Compliance systems (including Intapp) and various 

tools that are essential to the operations within Compliance (including WorldCheck, Orbis, Thirdfort and 

others)  This will include regular cloud updates. 
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• Support Compliance team and senior management team with data extraction either direct from Intapp or via 

Microsoft Reporting Services, including analysis and presentation utilising ad-hoc reports, design and 

creation of new automated reports. 

• Assist with analysing and validating data quality of existing and migrated data as part of the current system 

migration projects affecting various Compliance functions as well as reporting information on a more ongoing 

basis. 

• Act as a Subject Matter Expert when assisting the Technology project team members with designing, 

reviewing and testing new system functionality.  

• Monitor post implementation performance of new software or procedures, collecting feedback and assisting 

with troubleshooting and fixes.  

• Assist with reviewing, maintaining and updating documentation, procedures, policies and guidance notes.  

• Assist with training or producing training materials for users both within the Department and the firm. 

• Provide guidance for any new functionality introduced in all systems 

 

Skills and Experience 

• Minimum of 2 years' experience within a compliance/business acceptance function at a law firm.  

• Extensive experience of using Intapp Intake and Conflicts and other Intapp products such as Terms and Walls 

for future projects 

• Experience of Client Due Diligence and Anti- Money Laundering procedures, running conflict checks and other 

client onboarding activities.  

• Ability to analyse, research and suggest informed, creative and innovative solutions.  

• Excellent IT skills across the MS suite of programmes along with a keen interest and willingness to learn new 

computer packages, software and systems.  

• Ability to interact with fee earners and support staff, building positive relationships and establishing yourself 

as a key member of both the team and the Firm.  

• Prior participation in change / system improvement projects.  

• Experience with using other law firms solutions such as iManage (preferrable, but not essential) 
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Person Specification 

• A confident and assertive communicator, with the ability to build good relationships with clients, partners, 

fee earners and business support staff 

• Ability to train and develop others 

• Strong written and verbal communication skills with the ability to deal with clients, partners, fee earners and 

support staff 

• Conscientious and methodical with excellent attention to detail 

• Highly organised and capable of managing conflicting priorities & deadlines 

• Be able to work under pressure and manage conflicting priorities and deadlines in a high pressure 

environment 

• Conscientious and methodical with excellent attention to detail. 

• Educated to degree level is preferable.  

 

 

Competencies 

 • Working together • Integrity and respect 

• Inclusive • Personal impact and growth 

• Driving high standards • Commercial mindset 

• Client - centric • Responsible Business 
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Contact 

Ifra Ahmed 

Senior Talent Acquisition Advisor  

Ifra.Ahmed@crsblaw.com  

 

charlesrussellspeechlys.com 

 

Charles Russell Speechlys LLP is a limited liability partnership registered in England and Wales, registered number OC311850, and is authorised and regulated 
by the Solicitors Regulation Authority (SRA number: 420625).  Charles Russell Speechlys LLP is also licensed by the Qatar Financial Centre Authority in respect 
of its branch office in Doha, licensed by the Ministry of Justice and Islamic Affairs in respect of its branch office in Manama and registered in the Dubai 
International Financial Centre under number CL2511 and regulated by the Government of Dubai Legal Affairs Department in respect of its branch office in the 
DIFC.  Charles Russell Speechlys LLP's branch office in Singapore is licensed as a foreign law practice under the Legal Profession Act (Cap. 161). Any reference to 
a partner in relation to Charles Russell Speechlys LLP is to a member of Charles Russell Speechlys LLP or an employee with equivalent standing and 
qualifications.  A list of members and of non-members who are described as partners, is available for inspection at the registered office, 5 Fleet Place, London, 
EC4M 7RD. In Hong Kong, France, Luxembourg and Switzerland Charles Russell Speechlys provides legal services through locally regulated and managed 
partnerships or corporate entities. For a list of firms trading under the name of Charles Russell Speechlys, please visit 
https://www.charlesrussellspeechlys.com/en/legal-notices/. 

This job description is not rigid or exclusive and may be adjusted at any time in consultation with the Partners and/or Director of HR to meet the needs of the 
Firm or the post holder.  There is constant review and adaptation to meet the changing needs of the Firm. 

Please note in respect of our UK offices, any offer of employment will be conditional upon the successful candidate having the right to reside and work in the 
UK. In respect of the overseas offices any offer of employment will be subject to being able to obtain the relevant visa.  Charles Russell Speechlys is committed 
to its effort to ensure there is no modern slavery or trafficking in their organisation or supply chain, details can be found on our Modern Slavery Statement.  
Charles Russell Speechlys is an equal opportunities employer.  We respect and support diversity within our workforce. 
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