
 

 Administrative and Executive Assistant, FULL-TIME 
10/2/19 

 
The Legal Aid Society of Greater seeks an experienced and reliable administrative professional 

to provide high-quality administrative and clerical support in our downtown Cincinnati office. The 
Administrative Assistant supports the Executive Director and has significant general office, and external 
relations responsibility.  
 

The Legal Aid Society of Greater Cincinnati and its affiliate Legal Aid Society of Southwest 
Ohio, LLC provide civil legal services to low-income persons in seven counties in Southwest Ohio. 
Legal Aid is a non-profit law firm. Our mission is to reduce poverty and ensure family stability through 
effective legal assistance. We employ a staff of about 86, with 42 attorneys, 14 paralegals, and 
management, administrative, and support staff; our 2019 operating budget is approximately $9 million.  
 

This position requires a person who is very well-organized, and who will embrace the daily 
challenge of determining where to focus and how to adjust priorities as needs change. We are looking 
for a committed professional with significant breadth of experience to efficiently and effectively handle 
wide-ranging responsibilities.  
 
 
MINIMUM QUALIFICATIONS 
 

• Education: Bachelor’s degree or University-level course work with demonstrated writing 
proficiency. 

 
• Experience: Successful experience providing full-time support to senior-level management, 

preferably in a non-profit, social services, or legal setting. 
 

Additionally, the successful candidate will: 
 Type with speed and accuracy, making corrections for grammar, spelling, punctuation, and 

formatting 
 Be reliable, well-organized, attentive to detail, and accountable for results 
 Have excellent interpersonal skills and be able to interact effectively with staff, government 

funders, Board members, clients, vendors, and others 
 Be able to take notes and compose letters and meeting minutes 
 Possess excellent grammar, editing, and proofreading skills 
 Be proficient in Microsoft Word, Excel, Outlook, and Powerpoint, and comfortable learning and 

using new software  
 Be able to work under pressure and maintain composure 
 Be able to work effectively as part of a team, and also independently 
 Be bondable and able to pass background checks and government security requirements. 

 
 

APPLICATION INSTRUCTIONS 
 
To apply, please send all of the following as Word attachments: 

•  a brief letter explaining your reasons for interest in this position, 
•  your resume, and  
•  the names and contact information for two work references. 

 
 NOTE:  Please put “Administrative and Executive Assistant” in the subject line. 
 

Email your items to:  staffing@lascinti.org  
 
 

The Legal Aid Society is an Equal Opportunity Employer. 
All applications acknowledged. 

Interviews will be arranged by Employer. 
 

PLEASE, DO NOT CALL. 
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