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PRO BONO PARALEGAL
POSITION SUMMARY
The Pro Bono unit’s Paralegal at Tri-CAP will actively support the mission of the agency, create and maintain active relationships with and commitment to clients and participating attorneys.

This individual is part of the Advocacy & Community Services Division.  This individual is responsible for all housing cases handled within the Pro Bono unit.  This includes client intake and management, referral of accepted clients to attorneys, and housing advocacy.  The Paralegal also provides support to the Coordinator in fulfilling administrative duties related to the effective operation of the unit.

The Pro Bono Paralegal is supervised by the Pro Bono Coordinator, who is in turn supervised by the Advocacy & Community Services Director.

QUALIFICATIONS
PROFESSIONAL/ACADEMIC EXPERIENCE

-
One year of experience performing similar, related duties 

-
Bachelor's degree preferred OR equivalent experience

-
Bilingual/Bicultural background preferred

SKILLS

-
Familiarity with the role of litigation in


advocacy for persons of low income

-
Strong organizational and planning skills

-
Experience with housing law and housing issues affecting low


income people

PERSONAL

-
Sensitivity to the needs of low income people

-
Strong communication and writing skills

-
Persuasiveness

-
Ability to assertively communicate with attorneys

-
High energy level working with clients and attorneys

-
Interest in working independently

PROGRAM SPECIFIC

RESPONSIBILITIES
The following list of responsibilities is not meant to be all-

inclusive, recognizing job requirements can frequently change.

1. Do intake and make referrals for tri-city residents seeking legal assistance.
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a. Be available during regular office hours for low-income tri-city residents seeking legal help.

b. Determine which clients require legal representation, either from in-house attorneys or from the external panel of volunteer attorneys, which can be assisted by an advocate, and which should be referred to other resources.

c. Provide advocacy to clients when appropriate.

d. Maintain records of clients, and work done on each case.

e. Refer accepted cases to attorneys.

2. Provide housing services including:

a. Conduct intakes for all clients requesting pro bono legal services in housing cases.

b. Complete answer and discoveries and motions to dismiss

c. Negotiate with landlords to settle or buy time in eviction cases.

d. Provide tenant information, counseling, financial assistance, and limited housing search to individuals at risk of eviction.

3. Assist in the effective operation of unit

a. Assist in the development of monthly plans stating goals for the month and plans to reach those goals.

b. Compile data for monthly reporting.

4. Resource Development

a. Maintain database of good landlords, accessible units and other housing opportunities for individuals.  Update listings bi-weekly and distribute for 
individuals who are conducting housing search.

