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ANDVSA

Alaska Network on Domestic Violence
& Sexual Assault



 


Job Description – Paralegal/Legal Program Coordinator 
37.5 hrs/week, non-exempt Position 

Paralegal certificate preferred, but not required.  Candidate should possess a demonstrated desire to work with survivors of domestic violence and sexual assault.  This position is based in the Anchorage office and supervised by an Anchorage Senior Staff Attorney or other staff as designated by the Legal Program Director.
RESPONSIBILITIES

Provide litigation support to Anchorage staff attorneys, primarily in family law cases 
· Request records; compile discovery; index evidence.  

· Assist staff in preparation of motions and legal briefs. Draft correspondence and other documents as needed. Monitor and track the court docket and case schedule and assist staff attorneys with case scheduling. 
· Draft subpoenas, and arrange for service; assemble exhibits, affidavits and other legal documents for use in case preparation and trial or administrative hearings. 
· Conduct legal research; draft memos, policy recommendations, and research summaries on topics as requested.

Provide administrative and program support to ANDVSA Legal Program and Member Agencies 
· Participate in weekly case review by coordinating, monitoring, prioritizing, and reporting on status of cases.
· Manage administrative tasks in Anchorage legal office including processing incoming and outgoing mail; distributing mail; assisting staff with large/bulk mailings and usage of FedEx/DHL; filing; purchasing office supplies; and maintaining postage meter and mailing supplies. 

· Work harmoniously with Sitka and Juneau administrative staff to ensure the smooth flow of information between offices, including Anchorage office purchasing and tracking and monitoring all receipts and payments.  

· Provide technical assistance to member programs regarding the court system and the court process. 

· Assist Network staff with projects and respond to general requests for information.
· Assist with development and maintenance of online case management system.  Submit regular and periodic reports and attend staff meetings. Contribute to the achievement of ANDVSA’s strategic goals. 
· Other duties as assigned.

QUALIFICATIONS
Preferred

· Paralegal certificate preferred but not required.  

· Bachelor’s degree, but experience in a legal or shelter setting may substitute

· Experience working in a DV/SA program 
· Technology skills, particularly document/information management 

Personal Attributes

· Ability to work independently and cooperatively
· Attention to detail and thoroughness in completing duties

· Skilled in oral and written communication
· Willingness to adhere to the Network’s philosophy, policies and procedures; commitment to the elimination of personal and societal violence.  

Member Programs

Anchorage AWAIC, STAR   Barrow AWIC   Bethel TWC   Cordova CFRC   Dillingham SAFE   Fairbanks IAC   Homer SPHH   Juneau AWARE   Kenai LeeShore Center   Ketchikan WISH   Kodiak KWRCC   Kotzebue MFCC   Nome BSWG  

Seward SeaView Community Services   Sitka SAFV   Unalaska USAFV   Valdez AVV

