
 

C:\Users\Ashley Fishwick\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\UT0L4F0A\Legal Assistant Posting for 
Hamilton CR 120419F.docx 

 Legal Assistant / FULL-TIME 
12/03/2019 

 
The Legal Aid Society seeks an experienced and reliable legal assistant to provide support in our Hamilton office. 
The Legal Assistant supports attorneys and works directly with clients, with a focus on family law matters. 

 
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, including attorneys, paralegals, management, administrative and support staff.  
 
This position requires a person 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.  
 
Job Requirements 
 
Experience: 
 
 Successful experience working in the field of family law or multiple years of secretarial experience in a 

fast-paced working environment. 
 
Skills: 
 
 Ability to comprehend, collect and utilize substantial amounts of legal information. 
 Demonstrated ability to communicate effectively by telephone, in person and in writing. 
 Be proficient in Microsoft Word, Excel, Outlook, and PowerPoint, and comfortable learning and using 

new software.  
 Possess excellent grammar, editing, and proofreading skills. 
 Interest in providing services to people with low incomes. 
 Ability to work under pressure and to manage workflow effectively to meet deadlines. 
 Type with speed and accuracy, making corrections for grammar, spelling, punctuation, and formatting. 

 
Additionally, the successful candidate will: 
 
 Be reliable, organized, attentive to detail and accountable for results. 
 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. 
 Be or be qualified to become a Notary Public. 

 
 
Compensation and Benefits 
 
Competitive starting salary commensurate with background and experience.  Excellent benefits including 
individual or family healthcare insurance, employer-paid life and disability insurance, employer-funded retirement 
plan, generous paid time off. 
 
 
Application Process 

 
Qualified candidates must submit the listed items, as Word or pdf documents, by email to staffing@lascinti.org.   
The Subject Line should read:  Hamilton Legal Assistant 

1. Cover letter specific to interest in joining Legal Aid; 
2. Current resume, with best telephone and email contact information; and, 
3. Contact information for three professional references. 

 
 

This position will remain open until filled. 
 

All applications will be acknowledged:  please do not call. 
The Legal Aid Society is an Equal Opportunity Employer and does not discriminate because of age, race, sex, 

religion, national origin, marital status, sexual orientation, or disability. 
 
 

Additional information is available on our website, where you can also find the Legal Aid Society’s Annual 
Report, at www.lascinti.org. 
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