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Job Description – Paralegal/Legal Program Coordinator 

37.5 hrs/week, non-exempt Position 

This position is based in the Sitka office and supervised by the Legal Program Director. This position provides administrative, logistical and programming support to the Legal Program.
MAJOR AREAS OF RESPONSIBILITY

Provide programming support to the ANDVSA Legal Program

· Manage requests for information about the Legal Program by answering phones, emails and referring to appropriate ANDVSA staff.

· Work closely with ANDVSA member program advocates to ensure that they understand the services provided by the Legal Program and that their clients are able to utilize our services to the fullest degree possible.  
· Provide training and technical assistance to advocates and attorneys about the Legal Program and other legal issues as necessary.

· Oversee the application process for the Legal Program, including compiling applications, inputting grant information in the database, communication with applicants and referring advocates, setting up intake interviews and doing courtview checks.

· Assist the Legal Program Director with recruiting attorneys and providing them with resource and training materials and appropriate appreciation and recognition.

· Attend weekly case review meetings and perform all case review follow-up including letters to applicants, case review notes and updating the ANDVSA Legal database.

· Recruit attorneys to volunteer for the Information and Referral Hotline and ensure that the Hotline runs efficiently and effectively.

· Provide grant statistics as necessary.

· Assist in organizing trainings and webinars for volunteer attorneys and in making arrangements for conferences, including meeting space; airfare, lodging and per diem for participants and speakers; catering; a/v requirements; handouts.  
· Assist with preparing basic legal pleadings and legal casework as assigned.

Provide administrative support to the Legal Program and the Sitka Office

· Responsible for travel for Legal Program staff and volunteer attorneys for training and case work.

· Process check requests and purchase orders for the Legal Program.

· Ensure that the Sitka office is working in an organized and efficient manner including maintaining Legal Program subscriptions, office supplies and janitorial functions; processing incoming and outgoing mail: distribute mail, maintain postage meter and mailing supplies. Provide preliminary technical assistance for office equipment and staff computers, track staff software and updating as needed.  
Contribute to the achievement of ANDVSA’s strategic goals and respond to any other duties as assigned by the Legal Program Director.   
QUALIFICATIONS
Preferred

· Paralegal certificate preferred but not required.  

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

· Experience working with DV/SA survivors.

· Technology skills, particularly with case management and databases.

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.  
Revised August 2017

Member Programs

Anchorage AWAIC, STAR   Bethel TWC   Cordova CFRC   Dillingham SAFE   Fairbanks IAC   Homer SPHH   Juneau AWARE   Kenai LeeShore Center   Ketchikan WISH   Kodiak KWRCC   Kotzebue MFCC   Nome BSWG  Petersburg  WAVE
Seward SeaView Community Services   Sitka SAFV   Unalaska USAFV   Utqiagvik AWIC   Valdez AVV

