
Volunteer Lawyers for Justice Legal Assistant 
 
Volunteer Lawyers for Justice (VLJ), a Newark-based non-profit dedicated to serving the legal needs of 
the poor in New Jersey, seeks a full-time Legal Assistant to assist VLJ in coordinating its programs.  To 
carry out its mission, VLJ operates several distinct legal programs, which include a Bankruptcy Program, 
Children’s Representation Program, Consumer Program, Disaster Legal Response Program, Divorce 
Program, ReLeSe, South Ward Promise Neighborhood Program, Tenancy Program, Trafficking Victims 
Legal Assistance Program, and Veterans Legal Program.  VLJ’s 4 legal assistants support all of the 
programs in the office, as well as staff in-house committees, projects, and other aspects of VLJ’s work.  
VLJ has 15 staff members, including 4 legal assistants and 8 lawyers, and the office works with a panel 
of over 1,500 volunteer attorneys.  The person hired for this position will be the primary administrative 
lead for 2-3 of VLJ’s programs.  More information about VLJ can be found at our website at 
www.vljnj.org.  

The Legal Assistant position includes substantial client contact, including conducting intake and 
assessing client eligibility, analyzing the legal needs of applicants, staffing legal clinics, and managing 
client data and files.  Duties also include supporting VLJ attorneys and pro bono attorneys at law firms 
and corporate legal departments, scheduling attorneys and clients for clinic appointments and other 
meetings, conducting outreach in the community, answering phones, and performing general 
administrative tasks.  The Legal Assistant must be fluent in Spanish and will be responsible for 
effectively communicating with VLJ’s Spanish-speaking clients both orally and in writing.   

VLJ seeks a highly motivated candidate with a demonstrated commitment to public interest work.  
Applicants must have: 

 Excellent communication and interpersonal skills 

 Excellent organizations skills and the ability to multi-task 

 Candidates should have knowledge of Word, Excel, and PowerPoint 

 Candidates should be detail-oriented, have the ability to work both as part of a team and 
independently, and have the flexibility to attend occasional early morning or evening 
meetings/activities 

 Experience working in a legal setting is helpful  

 Experience working with community organizations and agencies is helpful 

 Sensitivity to the needs and issues faced by low-income people  

 Fluency in Spanish is required 

 Bachelor’s degree or 3 years of relevant work experience is required   

 Some travel throughout New Jersey may be required 

HOW TO APPLY 
To be considered for this position, send a cover letter detailing your relevant experience and a resume to 
vljpersonnel@gmail.com.  Applications must be received by 5:00 pm on February 6, 2019.  Please include 
"Legal Assistant” in the subject line of your email.   Salary depending on experience (range: $33,000-
36,000.) 
 
Volunteer Lawyers for Justice is an equal opportunity, affirmative action employer.   
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