JJJ Law, LLC
Paralegal 

Job Overview and Description
Welcome and thank you for your interest in JJJ Law.  We are well-established family law firm serving Northern Virginia, Washington, DC and Maryland in need of an experienced Paralegal/Legal Assistant. Your candidacy is important to us and regardless if you have years of legal experience or are just starting off in your legal career, and we look forward to considering your application! We are looking for self-motivated, exceptionally bright, client-focused individuals that share our value and willingness to help others on our team. As a paralegal at our firm you will be entrusted to performs a variety of duties for attorneys to whom is assigned according to established policies and procedures and maintains positive contact with clients, attorneys, supervisors, and staff with confidentiality. We are committed to serving our clients in a diverse and inclusive workplace.
Paralegal/ Legal Assistant duties and responsibilities 
· Monitoring and maintaining Firm calendars and meetings. 
· Setting up and managing client files.
· Filing documents in appropriate client files & sub-files.
· Preparing legal documents, affidavits and correspondences. 
· Scanning, faxing and photocopying documents.
· Assisting in preparation of trial and hearing and clarify with court staff. 
· Preparation of court filings and standard pleadings as directed by an attorney.
· Research and investigate facts of law cases including public records and sources. 
· Meet with clients and other professions for details of cases. 
Paralegal/ Legal Assistant minimum requirements 
· Associates degree or previous work-related skills, knowledge, or experience.
· Excellent communication skills
· Ability to work independently and as a team.
· Ability to work diligently in a fast-paced environment.
· Organized with a strong attention to detail.
· Strong computer skills with advanced proficiency in Microsoft Word, Excel, and Outlook
· Research and investigate facts of law cases including public records and sources. 
· Meet with clients and other professions for details of cases.
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