ONWARD

INJURY LAW

IA
p—
>

Spanish Speaking Legal Assistant

We're looking for a reliable, detail-oriented Legal Assistant who's great with people and even better with
organization. At Onward Injury Law, we help good people get through tough times—and your role is key to
making that happen. You'll support our team behind the scenes, keeping things running smoothly so our
attorneys and case managers can focus on clients.

What will you be doing?
e Handling incoming mail, scanning it into our system and sending daily updates
e Entering important case data into our case management software
e Sending welcome materials to new clients so they feel supported from the start
e Answering phones with compassion, and making sure each caller reaches the right person
e Collecting intake details when needed, especially when our intake staff is unavailable
e Helping with other tasks and projects that help keep our office running smoothly

What qualifications do you need?
1. You need to have strong attention to detail and a great memory.
You need to know your way around the MS Office Suite of programs.
You need to handle all confidential and sensitive information with discretion.
You need to be a great communicator with a positive attitude.
You need to be a team player and work collaboratively.
You should be a self-starter and work well without direct supervision.
It helps if you have a college degree, but it isn’t required.
Preference will be given to bilingual candidates, especially those fluent in Spanish.
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What you can expect from us.

1. Good pay. We offer attractive top-market salaries plus quarterly bonuses.
Solid benefits. Enjoy health, vision and dental plus life insurance and 401K with match.
Generous PTO. Taking time to recharge is important. We make it a priority.
Co-workers you deserve. We're a team. We support and empower each other.
Growth opportunities. We support and invest in your skill development and training.
Meaningful work. We help people every day and it makes work that much better.
Giving back. We support our community through charitable outreach plus paid VTO.
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Still interested? Apply today by sending your resume and cover letter to karen@onwardinjurylaw.com.
Onward Injury Law is an equal opportunity employer. We celebrate diversity and welcome candidates from all
backgrounds to apply.
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