Legal Assistant in San Francisco

The Immigration Center for Women and Children (ICWC) seeks a full-
time legal assistant to work with attorneys, staff and student interns.
ICWC is a non-profit legal organization providing affordable
immigration services to underrepresented women and children in Los
Angeles and San Francisco. ICWC strives to provide security and
stability for children who are abused, abandoned or neglected and for
women and children who are victims of domestic violence or sexual
assault. The legal assistant will primarily work with federal immigration
laws that allow victims to apply for work authorization and permanent
residency. More information about ICWC is available at
www.icwclaw.org.

Duties and Responsibilities:

1. Assisting with client intake, completing legal forms, drafting
pleadings, gathering evidence and preparing cases for filing.

2. Writing client declarations and translating documents from Spanish to
English.

3. Performing other administrative duties including maintaining records
and filing systems, answering telephones and processing mail.

Quialifications: All applicants should have strong writing skills and a
meticulous attention to detail. Spanish language fluency is required. A
demonstrated interest in low-income legal services or a commitment to
civil liberties and immigrants' rights is preferred.

Compensation: Salary is commensurate with experience. Benefits
package includes medical, dental, vision, retirement plan and paid time
off.

How to apply: Send a cover letter and resume to
susan@icweclaw.org<mailto:susan@icwclaw.org>.




Susan Bowyer

Directing Attorney

Immigration Center for Women and Children

San Francisco Office

3543 18th Street, Mailbox 32

San Francisco, CA 94110

(415) 861-1449
susan@icweclaw.org<mailto:susan@icweclaw.org>

www.icwclaw.org<http://www.icwclaw.org/>

CONFIDENTIALITY NOTICE The information contained in this e-
mail transmittal may be protected by the attorney-client and/or attorney-
work product privileges. It is intended only for the use of the individual
or entity named above and the privileges are not waived by virtue of the
document(s) having been sent by e-mail. If you are not the intended
recipient or the employee or agent responsible for delivering it to the
intended recipient, you are hereby notified that any dissemination,
distribution or copying of this communication is prohibited. If you have
received this communication in error, please immediately notify us by
return e-mail. Thank you.



