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Human Resources Dept.

Job Description

	         Title:
	REMOVAL DEFENSE ATTORNEY


	Department:
	Reports to:
	FLSA Status:

	Immigration
	Managing Director of Immigration
	Exempt


	Summary.

	The Removal Defense Attorney is responsible for interviewing and screening non-detained clients in removal proceedings, assessing eligibility for relief from removal, and representing clients before the Executive Office of Immigration Review.


	Duties and Responsibilities.

	· Interview and screen non-detained clients in removal proceedings, assess eligibility for relief from removal and conduct follow-up and advise as needed.
· Research immigration law, statutory and case law. 

· Monitor changes in immigration laws as they affect Project clients.
· Research country conditions for countries of removal.
· Draft and file appropriate court pleadings, including motions and briefs.
· Prepare appropriate immigration applications.
· Prepare clients and witnesses for hearings.
· Represent clients in removal proceedings in Immigration Court.
· Supervise paralegal, administrative staff, law student interns and volunteers.
· Maintain accurate and orderly records and files.
· Maintain statistics of applications and pleadings filed, hearings attended, case outcomes.
· Maintain and protect client confidentiality.
· Participate in community outreach programs, including conducting presentations to community groups and organizations.
· Interface with other immigration advocates, attend meetings as assigned and represent the Project as directed.
· Plan, develop, and expand Project services and resources.
· Assist in developing funding sources.
· Create reports as required by grant.
· Comply with all Project grant and Department policies and procedures.
· Be sensitive to the needs of low income and culturally diverse clients.


	Qualifications.

	· Law degree from accredited law school

· Member in good standing of Bar of state or territory of the United States

· Minimum of three years of experience in immigration removal defense before EOIR

· Fluency in written and spoken English and Spanish

· Strong writing and oral advocacy skills

· Good communication and interpersonal skills

· Sensitive to the needs of low income and culturally diverse clients

· Previous experience and dedication to non-profit or legal services organizations  


	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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