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Human Resources Dept.

Job Description

	         Title:
	VAWA PARALEGAL


	Department:
	Reports to:
	FLSA Status:

	Immigration
	Managing Director of Immigration
	Non-exempt


	Summary.

	The VAWA Paralegal is responsible for providing immigration services as an accredited representative and other duties as directed by the Managing Director of Immigration and VAWA Lead Attorney.


	Duties and Responsibilities.

	· Prescreen immigrant survivors of domestic violence or other violent crimes to review client eligibility for legal o social services.
· Prepare immigration forms with clients and submit prepared files for attorney review.

· Maintain accurate and orderly records and files.

· Schedule appointments with clients.

· Answer basic questions regarding clients’ cases.

· Do follow-up on client deadlines, including RFE’s, U Visa certifications, and CIS interview preps, among others.

· Follow up on receipts of immigration applications.

· Monitor legal assistance hotline and return phone calls within 24 hours.

· Maintain up to date information, intakes, and referral resources.

· Accompany clients to Immigration as needed.

· Translate immigration-related documents.

· Participate in immigration outreach activities with Managing Director.
· Perform general office duties, such as faxing, copying, filing, and taking photographs.

· Commitment to working with the underserved.

· Performs other related duties and tasks as necessary or as assigned.


	Qualifications.

	· High School diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience.

· Previous work with Hispanic community preferred.
· Fluent in English and Spanish. Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of costumers or employee organizations.

· Knowledge of Word Processing software and Spreadsheet software. 


	This job description should not be construed to imply that these requirements are the exclusive standards of the position. Incumbents will follow any other instructions and perform other related duties as may be required by their supervisor. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.
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