Qualifications include strong organizational and strong cite checking skills. A background in science and/or litigation with case management and trial experience is preferred. Candidates must be able to multi-task, coordinate work flow, and meet deadlines. This position requires extreme attention to detail and the ability to build a team with attorneys and co-workers, as well as strong computer (MS Word, Excel, databases) and research skills. Proficiency using case management and trial support software such as Concordance, Summation, IPRO or Trial Director is preferred.

RESPONSIBILITIES:

Works with attorneys on client billable projects meeting the Firm's minimum hours expectations, including but not limited to organization and management of case documents, both written and electronic, maintaining case calendars, research, cite-checking and/or filing of legal briefs and memoranda, preparation of forms and applications.

At attorney's direction, may act as a liaison between attorneys and clients by means of written and oral communications.

Trains assistants under his/her supervision in procedures and practice for projects.

Provides written performance appraisals for assistants and support staff under his/her supervision.

Other duties as may be assigned by attorneys and/or the Director of Legal Support.

EDUCATION:

Four year college degree (science preferred). Preferred paralegal certificate and/or related experience.

SKILLS:

Experience in performing detailed cite-checking, electronic filings, research and data analysis under the supervision of attorneys (e.g. LEXIS/Westlaw, Internet, factual research at government agencies and courts, investigative fact-gathering, etc.); proofreading, familiarity with Court/Agency rules and procedures, case management, including developing document management systems using electronic databases (Concordance, Summation), developing and following coding protocols, digesting and preparing written summaries of materials, preparation of supporting materials for depositions and trial; supervisory and training delegation skills; and consistent demonstration of growth in substantive skills and knowledge of practice area. 

