
 

 

 

 

 

 

Circular No 287/2020 

Dated 8 Sept 2020 

 

To Members of the Malaysian Bar 

 

Job Vacancy | Senior Officer (Admission Department) (Deadline: 18 Sept 2020) 
 

The Bar Council invites applications for the post of Senior Officer (Admission Department). 

 

Responsibilities include: 

 

 Drafting of letters / documents for general enquiries on pupillage / admission matters, 

and dealing with all correspondence; 

 Preparing notice of objections where there are complaints against pupils in chambers; 

 Attending to walk-in / telephone / email enquiries on pupillage matters; 

 Preparing memorandums, opinions, and conducting research; 

 Performing general clerical duties; 

 Maintaining databases and updating records on various processes involved; 

 Liaising with external solicitors and any third party;  

 Attending meetings, and preparing the minutes and all necessary documents. 

 

 

Requirements: 

 

 Undergraduate degree in law (LLB) with at least two years’ working experience in 

litigation as a legal practitioner; 

 Excellent command of both written and spoken English and Bahasa Malaysia; 

 Proficient in analytical and communication skills; 

 Well-organised, able to multitask, and to manage time efficiently; 

 Must exercise a high degree of independent judgment and initiative; 

 Self-motivated, dedicated, and able to work independently in a challenging environment 

with minimum supervision, yet be a team player; 

 Be innovative with constructive ideas to improve the work of the department; 

 Able to instruct and take instructions;  

 High level of computer literacy, including proficiency in using Microsoft Office 

applications. 

 

The successful candidate can expect a competitive remuneration package based on his/her 

qualifications and level of experience.  

 

Interested candidates should specify their current and expected salary, and send a cover letter, 

in English, detailed curriculum vitae, and a recent photograph (non-returnable) on or before 

18 Sept 2020 (Friday) to: 



 

 

Human Resource Department 

Bar Council Malaysia 

Wisma Badan Peguam Malaysia 

2 Leboh Pasar Besar 

50050 Kuala Lumpur 

Tel: 03-2050 2056 

Fax: 03-2050 2065 

Email: hr@malaysianbar.org.my  

 

Thank you. 

 

 

A G KALIDAS 

Secretary 

Malaysian Bar 
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