


• Ability to handle clients from all backgrounds with all sorts of issues - some cases will be 
difficult so you will need to be able to handle cases with extremely sensitive or with
emotionally challenging material

Specific (but not necessarily required) Paralegal/Legal Assistant Job Qualifications: 
• Ability to draft basic motions (continuances, requesting discovery, etc.)
• Ability to go through a case file and draft appropriate memos (for example, strength of

evidence regarding a particular issue)
• Understanding of proper tone and grammar - you will be writing professional

emails/letters
• Ability to maintain a court calendar and scheduling for multiple attorneys
• Ability to work with multiple programs & platforms - you will be doing some basic data

entry and will be expected to know how to (or learn how to) upload information logically
into case files using a variety of platforms like Mycase & Google Drive

• Ability to understand and synthesize case information into an index, if/when necessary,
so ability to understand different legal documents is important

• Experience with legal citation (need not be significant experience, but at least some
familiarity)

• Familiarity with the court system, ideally the local courts

To apply, please email Emily Gonzales at emily@watlawoffice.com.
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