Justice for Our Neighbors: Domestic Violence Legal Assistant/Outreach
Classification: Part-time

Purpose: 
Provides administrative support for the legal program of Iowa Justice For Our Neighbors. Performs client intake for immigrant victims of domestic violence and sexual assault. This position is responsible for general office duties, data entry, assisting with research and case preparation, and completing funding accountability reports.

Supervision Received and Exercised:

Reports to staff attorneys; has no supervisory role.
Domestic Violence Outreach Legal Assistant position:

Assists staff attorneys with daily duties associated with legal clinic operations and ongoing cases

Assists with preparation of applications for immigration benefits and collection of supporting evidence

Assists with filing, office organization, research, and other projects

Assists with some federal grant administration and reporting

Takes referrals, schedules meetings with collaborative agencies, performs intake interviews

Coordinates with and speaks to other agencies to educate about domestic violence, focusing on the vulnerability of immigration populations, immigration law, and resources offered by Iowa JFON

Performs other related duties as assigned by the staff attorneys

Qualifications:

Fluent in spoken and written Spanish

Excellent verbal and written communication skills

Detail- and organization-oriented personality

Capable of fostering and protecting client confidentiality

Familiarity with dynamics of domestic violence

Ability to identify clients’ individualized needs and facilitate access to appropriate community resources

Sensitive to the needs of low-income victims of domestic violence

Ability to travel within state on occasion

Experience and Training:

Two years work experience as a paralegal, legal assistant, or domestic violence advocate or commensurate training preferred
Experience working with victims of domestic violence and community resources for victims preferred

Experience working with immigrants preferred

Please email resume to Brynne Howard at westerniowajfon@gmail.com by August 20, 2013

