Family Law Mentor Program

Legal Case Management Specialist
Pro Bono Services, King County Bar Association

The King County Bar Association’s Pro Bono Services (PBS) seeks a Legal Case Management Specialist to provide legal and case management support for the Family Law Mentor Program. The Family Law Mentor Program provides pro bono representation in contested dissolutions, parenting plan and parentage cases where children are at risk. The Legal Case Management Specialist will work with the Managing Attorney and Staff Attorney for the Family Law Mentor Program who will oversee assignments and caseload, and provide legal consultation. The position is supervised by the Senior Managing Attorney for the Family Law Programs. PBS is a member of the Washington State Alliance for Equal Justice. 
Responsibilities include:

Legal Support:

· Conduct client interviews to gather the relevant facts and supporting documents for case assessment and placement with a volunteer attorney.

· Identify relevant legal issues, draft case synopsis/procedural history, and make recommendations to the Mentor Program’s Managing Attorney for how to stabilize the client’s case prior to placement with a volunteer attorney.

· Consult with the Mentor Program’s Managing Attorney regarding the appropriateness of potential cases for placement and elicit the requisite legal supervision necessary to advise the potential client further when necessary.
· Provide pro se assistance to qualifying family law litigants prior to placement with the Mentor program or other providers of legal assistance under the supervision of the Mentor Managing Attorney or Staff Attorney.
· Provide legal support and drafting of family law pleadings as necessary to stabilize a case prior to placement with a volunteer attorney under the supervision of the Managing Attorney or Staff Attorney.
Case Management:
· Receive referrals to the Family Law Mentor Program from domestic violence advocates, legal service organizations, and other community partners. 
· Check referrals for conflicts of interest. 
· Screen referrals for income eligibility and conformity to Mentor Program priorities. 
· Facilitate client referrals to other legal and social services organizations as necessary.
· Coordinate interpreters when necessary for intake interviews.

· Coordinate the delivery of legal services through Pro Bono Services’ programs to clients across program boundaries.
Administrative Support:

· Maintain the Family Law Mentor Program’s intake phone line.

· Checking mentor mail and forwarding to mentees as needed.

· Preparing and maintaining client files.

· Identify and gather relevant documents, if any, from the court file or other local, state or federal agencies.
· Provide general administrative support for monthly program trainings.
Family Law Team Duties:
· Assist with recruiting and supervising interns, externs and volunteers as assigned.
· Participate in monthly meetings with other family law staff to enhance program coordination. 
· Collaborate with Pro Bono Services’ family law programs and assist in developing new initiatives as resources allow. 
· Participate in collaborative partnerships with other legal and social services agencies to improve delivery of services through the Mentor program.
KCBA and Pro Bono Services Department Projects:

· Participate in KCBA and Pro Bono Services meetings. 
· Work on joint projects with other departments and programs as needed. 
· Participate in general volunteer recruitment and recognition as needed.
Data Reporting and Monitoring:

· Manage client and volunteer data in Legal Server.
· Provide reports to Mentor Program’s Managing Attorney for grant compliance and program oversight. 
Qualifications:
· Significant family law and domestic violence work experience 
· Experience working with low-income clients, domestic violence survivors, clients from diverse ethnic,  cultural, and socio-economic backgrounds

· Strong crisis management skills and ability to work effectively under pressure

· Fluency in Spanish desired, but not required

· Good organizational and communication (written and oral) skills; Demonstrated ability to handle multiple tasks, prioritize, and meet deadlines.

· Demonstrated ability to work collaboratively with others as well as independently.

· Demonstrated commitment to providing civil legal services to low-income clients.

· Proficiency with MS Word, Excel, Outlook
· Experience with Familysoft and Supportcalc desired, but not required

· Bachelor of Arts Degree

Salary is $40,000 – 43,000 annually DOE with full benefits. 

How To Apply:

Please submit a resume, cover letter describing your interest and qualifications for this position, and three references to Human Resources, King County Bar Association, 1200 Fifth Avenue, Suite 700, Seattle, WA 98101, or by email to hr@kcba.org. 

The position is open until filled. Screening begins October 21, 2016.
