Law Clerk

JOB SUMMARY: 
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F 1 ND Y O UR FUTURE




To assist staff attorneys by preparing written arguments, briefs, studies, or other analytical documents in support of attorneys’ activities.

JOB TYPE:
Position could be appropriate for a paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Reviews materials in assignments and raises any questions with assigned attorney.

2. Reviews file, conducts research, cross-references findings to file, and prepares draft response for attorney.

3. Reviews materials obtained in the discovery process, and highlights key sections for response or defense.

4. Defines and describes legal alternatives; brings to the attention of assigned lawyer.

5. Scans appropriate legal decisions through computerized legal decision system; prints out appropriate cases and notes key arguments for supervising lawyer.

6. Prepares correspondence to clients or opposing lawyers to assist attorney. Confirms court dates on calendar of assigned attorney.

7. Assists higher level attorneys on major projects, acting as secretary and note taker for the group. Conducts research as delegated by the group.

8. Gathers exhibits in preparation for court date. Attends court with assigned attorney, as needed.

9. Prepares routine corporate resolutions and drafts consulting agreements. 


SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1. Education:  Paralegal studies or in a law degree program.

2. Skills: Ability to identify and analyze complex legal issues and draft legal memoranda, position papers, and related documents. Ability to work with a number of attorneys and on projects of significant importance. Excellent verbal and written communication skills.
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