
 

INTAKE COORDINATOR/ 

BACKUP RECEPTIONIST – BARRIE, ON 

 

  

At Galbraith Family Law, we’ve redefined separation from being a damaging process to a healing 

transformation for individuals and families. We are a different family law firm. We are looking for 

someone who will share our vision and join our team in the role of Intake Coordinator, working full-time 

out of our Barrie office location.  This position will also serve as one of our Backup Receptionists. 

In both roles, you will be responsible for communicating with people who desperately need help 

navigating challenges while they go through various family law situations. From the moment they contact 

us for assistance, until the time that they meet with one of our lawyers and open a file, you will manage 

the relationship and act as the face of the firm. You will need compassion, patience and have the ability to 

relay information in a clear and concise manner in both verbal and written format.  As well as being 

highly organized, so that you can develop, document and carry out a follow-up plan appropriate to each 

prospective client and to analyze statistics surrounding our new incoming client base.  The job is 

challenging, very rewarding, and the key to the success of our firm.  

We are looking for a team member with a post-secondary education and prior work experience that would 

complement both roles and most importantly who has an upbeat, pleasant personality. Building 

relationships is critical to how we serve our clients, so you must be comfortable engaging with people, 

having long conversations about personal issues, and being a good listener is key.  

You will need to be a team player, with strong computer skills, be technologically savvy and keen and 

willing to learn the use of new technology and software, have great phone mannerisms, and have solid 

written communication skills.   

If you are the type of person that your friends lean on to vent, find validation or just want a sympathetic 

listener AND can develop an action plan to see something through from start to finish, we want to hear 

from you.    

This position will require in-office attendance and our firm currently has a vaccination policy in place, 

where we require our firm members to be fully vaccinated to attend in-office, so proof of vaccination 

status will be required. 

To apply, please send all three of the following via email to Virginia@GalbraithFamilyLaw.com:  

1. Cover letter 

2. Resume 

3. A short video introducing yourself and outlining why you should be our next Intake 

Coordinator/Backup Receptionist 

Only applicants who submit all three of the above will be considered for the position. 

Galbraith Family Law Professional Corporation is committed to improving access and opportunities for individuals 

with disabilities in accordance with the Accessibility for Ontarians with Disabilities Act. If you require a specific 

accommodation during the interview and recruitment stage, please contact Janine Lee in order for appropriate 

accommodations to be made. 


