LAW OFFICES OF:

Our paralegal of 22 years has recently changed career paths and therefore we are looking for a part-
time to full-time legal assistant to work with our firm. We are hopingthatyou would be willingto posta
joblistingon Highline's job page forthe legal studies program.

We are a small office that does mostly corporate work, estate planning and probate. We have adiverse
clientbase. We try to have a laid-back and happy work environment.

We needsomeone whoisvery detail oriented and computersavvy. Intermediate/Advanced computer
skills (Microsoft 365 suite) including Word, Excel, PowerPoint, Teams, SharePoint, OneDrive, Outlook,
Google Drive,Zoom, mail merges, letter development, formatting, telephone,and photocopier.
Experience with Clioisaplus (thoughlam not sure if Highline's legal technology class still teaches Clio).

Excellent written, verbal, and interpersonal communication skills, including the ability to draft
correspondence and remarks, read and summarize information, and proofread documents.

Exceptional organizational, time management, and project management skills and ademonstrated
ability to prioritize and manage adynamicand complex client base.

This position, while primarily in office, may have minimal flexibility to work remotely.

The essential functions of the job that must be performed, with or withoutareasonable
accommodation: This position must be able toregularly work five days per weekin an office type
environment with occasional evening or weekend hours, possess the ability to primarily sit/stand and
use a computer, bend/liftforfiling, and lift/push/pull/transportitems weighing up to 30 pounds.

We are offering $18-20 perhour depending on experience. Medical benefits (including Vision & Rx)
included as a benefit with 100% premium paid by the employer. Parking paid by the employerin our
office buildingin Downtown Seattleis alsoincluded.

Interested candidates may contact me, Kaitlin Miller, via this email, with a copy of theirresume and
coverletter.

Thank you.

Kaitlin Miller

Associate Attorney

Law Office of Jeffrey M. Grieff, P.S.
1200 5th Avenue, Suite 1217
Seattle, WA 98101
WWW.jmg-law.com

(206) 467-6969 Telephone

(206) 467-6738 Facsimile




