
 

Legal Assistant/Paralegal 

Overview 

The American Civil Liberties Union of the Nation’s Capital (ACLU-DC) seeks a part-time (16 hr/week) 

Legal Assistant/Paralegal for a two-year grant-funded position. The Legal Assistant/Paralegal is a critical 

member of the Legal Department and directly contributes to the team’s efforts by providing litigation 

and advocacy support, coordinating the legal intake process, and supervising volunteers.  The position is 

supervised by the Legal Director and the Senior Staff Attorney.  Responsibilities include basic clerical 

support, assisting in litigation (particularly by helping to format and finalize legal documents), 

conducting investigations, meeting with potential clients, coordinating the legal intake process and 

conducting intake interviews, and working collaboratively and effectively as a team member to ensure 

that administrative and paralegal needs are met.  

The ACLU is a nationwide, non-profit, non-partisan organization dedicated to the defense and expansion 

of civil liberties and civil rights. The ACLU-DC, founded in 1961, advances the ACLU’s mission in the 

District of Columbia through litigation, legislative advocacy, public education and organizing. 

The ACLU-DC has an active docket of about 50 cases addressing a variety of issues. Our legal strategies 

are part of a multi-disciplinary approach to advocacy that integrates legal, policy, and communications 

strategies and is built on the belief that fighting for civil liberties and rights means not just persuading 

judges but also gaining the support of policy makers, government officials, and the general public.  

Qualifications 

 Commitment to civil rights and civil liberties; 

 Excellent oral and written communication skills; 

 Keen attention to detail; 

 Dependability and punctuality; 

 Ability to maintain confidentiality; 

 Proficiency with Microsoft Office programs and Adobe Acrobat; 

 Solution-oriented mindset, with a willingness to take initiative while juggling several priorities; 

 Ability to stay organized, manage a high volume workload and work under deadlines; 

 Ability to work both independently and as a team member with personal enthusiasm, optimism, 
and a sense of humor; 

 Sensitivity to the needs and legal issues affecting people of diverse backgrounds; and 



 Capacity and willingness to work in an environment that encourages and includes individuals 
from diverse backgrounds and conflict-resolution styles. 

Helpful but not required skills and qualifications include: 

 Knowledge of legal terminology and principles; 

 Prior experience and familiarity with DC and federal court rules and procedures;  

 Prior experience coordinating a legal intake program and/or supervising volunteers; 

 Experience with case management software; 

 Fluency in Spanish; and 

 Experience in public interest or social justice advocacy work. 

COMPENSATION: 

This is a two-year, part-time, grant-funded position. The position may extend beyond the two years and 

hours may increase depending on funding and need. Salary is commensurate with experience within the 

scale.  The salary scale for this position is $17-21 per hour.  

Benefits include life and long-term disability insurance; 401(k) contributions; sick, vacation and holiday 

leave; and public transit assistance. Because the position is part-time, there are no employer-paid health 

benefits available.   

APPLICATION PROCEDURE: 

Submit a letter explaining your interest in the position, your resume, a writing sample of no more than 

10 pages (preferably on a relevant topic), and a list of three references identifying their relationship to 

you and including their email and telephone contact information.  Send to: 

hr@aclu-nca.org  

Please put “Paralegal” in the subject line of your email. Also, please indicate in your letter of interest 

where you saw this job announcement.  

DEADLINE: 

Applications will be reviewed on a rolling basis beginning on June 15, 2016. The position will remain 

open until filled. 

The ACLU is an equal opportunity employer.  We value a diverse workforce and an inclusive 

culture. The ACLU encourages applications from all qualified individuals without regard to race, color, 

religion, gender, gender identity or expression, sexual orientation, age, national origin, marital status, 

citizenship, disability, or veteran status. 
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