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Paralegal
Job Overview and Description
Welcome and thank you for your interest in JJJ Law.  We are a well-established family law firm serving Northern Virginia, Washington, DC, and Maryland needing an experienced Paralegal/Legal Assistant. Your candidacy is important to us. Regardless of whether you have years of legal experience or are just starting in your legal career, we look forward to considering your application! We are looking for self-motivated, exceptionally bright, client-focused individuals that share our values and willingness to help others on our team. As a paralegal at our firm, you will be entrusted to perform various duties for attorneys assigned according to established policies and procedures and maintain positive contact with clients, attorneys, supervisors, and staff with confidentiality. We are committed to serving our clients in a diverse and inclusive workplace (Swenson, 2018).
Paralegal/ Legal Assistant duties and responsibilities 
· Monitoring and maintaining Firm calendars and meetings. 
· I was setting up and managing client files.
· Filing documents in appropriate client files & sub-files.
· We are preparing legal documents, affidavits, and correspondences. 
· Scanning, faxing, and photocopying documents.
· I am assisting in the preparation of the trial and hearing and clarifying 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 
· Associate's 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.
· They are organized with 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.
Recruiting Approaches
Understanding the Different Types of Paralegals
This strategy suggests that we don't have a single job description for Paralegal simply because their roles vary from one firm to the other. Variability and versatility are considered to be a big part of making a paralegal so useful. From these, we have many different types of paralegal specialists and paralegals. Thus it will be a great idea to select a paralegal who will uniquely fit your firm keenly.
	For my firm, I am recruiting a paralegal specialist. A paralegal specialist will provide legal assistance and support to judges and lawyers, which is not the case for regular paralegals, assisting the attorneys. 
From this point, I will make sure I have familiarized what a paralegal specialist can do and what they cannot do. Based on my firm, a paralegal will perform tasks that lawyers normally perform except to the extent that they are proscribed by law. 
A paralegal cannot support my legal work since they are not lawyers. This will make me adhere to the rules and their ethical responsibilities strictly. It becomes a critical aspect of the limits of the Paralegal as they vary from one firm to another to avoid recruiting wrong personnel. Vetting Through Potential Candidates
This is done after receiving the applications of all interested applicants.
The HR manager has to look for the following among the many applicants
1. Experience. Look at the candidate's resume for their experience level where they have worked before.
1. Level of training. If the Must-have state is used in the job description, the applicant must have the necessary academic certificates required.
1. Procession of both paralegal certificate and certificate of completion to show that the applicant has the relevant academic qualifications. 
1. We are conducting an initial phone interview with the applicants.
Phone interviews give a better picture of the candidate than even in a face-to-face interview. It helps in eliminating those candidates who do not meet the organization's requirements.
Over the phone, the tension common to employees is minimal, and the employee can express themself confidently as opposed to a face-to-face interview where the interviewee may tense and appear incompetent, which may not be the case.
 
Over a phone call, the applicant will only answer what they have had before instead of a panel interview where the applicant will have had prior preparation and therefore can fake their true picture. 



Conduct a Face To Face Interview with the Potential Candidate
Nowadays, with the help of improved technology, one can conduct face-to-face interviews without necessarily meeting in person if one can do it virtually via video conference with tools like Google meeting and zoom can also be used. Time should be taken to interview shortlisted candidates face to face.
· [bookmark: _GoBack]For the paralegal interview to run smoothly, one should be prepared knowing that the interview is your last chance to get to know if someone is the right fit, so come prepared with a set of questions to help determine their experience level, confidence, work ethic, and style, and goals to see if they align with your firm the candidate who answers the question as per the instruction meet the firm. Secondly, scheduled interviews should be considered, especially if you're interviewing multiple candidates; it's important to stay organized (Farmer et. al. 2019). Use appointment booking tools like the calendar to help you schedule interviews easily and keep track of them and check on the candidate who meets the dates and time well should be considered. Thirdly one should ask samples questions like. If looking for a paralegal to assist with a lot of correspondence or writing tasks, you can request writing samples to help assess their skill level. And if a candidate is certified, you may also want to use the opportunity to ask to see any certification. 




Metrics
Metrics to Understanding the Types of Paralegal
Knowing your best source of new hires will place you in a position to devote your resources just for the right purpose and channel. For example, the tracking system for the applicant, for instance, the recruiter box, makes it simple and easy to generate reports informing you where the candidate is from.  It becomes an important aspect to keep track of new employees and applicants for every hiring source.  Based on this, job boards will send you applicants in which they will be specific to whom will convert to the new hiring positions. For instance, it will be noted, on the flipside, program for a referral might not be able to generate every candidate, but the ones to be selected are the only ones who fit the position. 
Recruitment Metric for Vetting Through Potential Candidates
Evaluation of the strategy after implementation 
1. Share with the newly recruited employee at a friendly table about the interview.
Ask about their past mistakes.
1. Take them orientation with a question and answer session and listen to the questions they ask.

1. Reading the body language, .find out if they are team players and have a growth mindset.
These are among the best metrics because they will show if the recruited employee is happy to have gotten a job with the organization or think of another place that can be better; a good candidate will display excitement. You get to know if the recruited employee is a team player by looking and how cooperative they are. The cooperative employee will tend to use the term we more than I.'
Such an employee is eager to learn and can do it fast.
Metrics of Face To Face Interviews
The face to face interview has the main advantage is the presence of the interviewer, which makes it easier for the respondent to either clarify answers or ask for clarification for some of the items on the questionnaire, also help the interviewer measure the communication n skills of the respondent that is through they answer the questions. Face-to-face interviews help the interviewer observe the interviewee's dressing code and observe their confidence in them. In conclusion, using face-to-face is the best method to use because it gives the interviewee's real character that makes it easy to get the most appropriate person to fit the position of Paralegal.
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