
Disability Rights Pennsylvania 

 

POSITION:  Legal Assistant -- Philadelphia 

REPORTS TO: Legal Director and Managing Attorney 

 

POSITION PURPOSE AND OBJECTIVES:   

The Legal Assistant will be responsible for managing day-to-day operations 
of our legal office, including carrying out administrative services and 
providing support to the legal team to advance the rights of adults and 
children with disabilities. The Legal Assistant reports to the Managing 
Attorney. 
 

Physical/Mental Requirements: 

1. Uses personal computer approximately 4-7.5 hours per day. 
2. Spends approximately 2 hours per day in meetings. 
3. Sits approximately 4-7 hours per day. 
4. Requires working under a moderate degree of stress (time 

constraints; deadlines; multi-tasking high-level projects and issues; 
complex issues; prioritizing work; and conflict resolution). 

5. Requires occasional lifting of materials weighing approximately 20 
pounds. 

6. Light travel, generally within Pennsylvania, is required (5%). 
 
 
Essential Functions: 

• Keeps cases organized by establishing and maintaining files, both 
electronic and paper; keeping and monitoring calendars; meeting 
deadlines; documenting actions; sending reminders; inputting 
information into file database and case management software; opening 
and processing mail. 

• Helps develop cases by maintaining contact with people involved in the 
case; scheduling depositions; preparing and forwarding summonses and 
subpoenas; drafting complaints; preparing and serving discovery 
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requests; preparing, sending, and tracking records requests; preparing 
responses to opposing counsel; and generating status reports. 

• Supports case preparation by preparing case summaries and timelines; 
preparing, sending out and tracking correspondence; filing documents 
with various courts; preparing materials for trial and mediation 
conferences; preparing pleadings; monitoring and obtaining discovery 
responses; pulling cases from legal research databases; organizing 
materials for team case review; formatting and proofreading documents. 

• Responsible for mailing, faxing, copying, scanning, scheduling, 
arranging travel and legal timekeeping.   

• Participates in DRP’s live intake program. 
• Supports the daily operations of the office by tracking and ordering 

supplies, greeting guests, and maintaining a neat and orderly office 
environment. 

• Performs other related duties as assigned by the Managing Attorney and 
Legal Director. 

 

Required Qualifications: 

1. Two-year degree or equivalent certification preferred. 
 

2. A minimum of two-three years of experience as a legal assistant 
preferred. 

 
3. The ability to take direction and independently follow through on all 

instructions. 
 

4. Strong organizational skills and attention to detail. 
 

5. Demonstrated knowledge of Microsoft Office Package. 
 

6. High level of commitment to service excellence, plus high degrees of 
integrity, ethics, and judgment are a must. 

 

To apply, please submit a letter of interest and resume to 
smoore@disabilityrightspa.org with “Legal Assistant” in the subject line. 

 

mailto:smoore@disabilityrightspa.org
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Disclaimer: 

The purpose of this position description is to serve as a general summary 
and overview of the major duties and responsibilities of the job.  It is not 
intended to represent the entirety of the job nor is it intended to be all-
inclusive.  Management reserves the right to modify, or rescind, this 
position description at any time, with or without prior notice. 


