POSITION DESCRIPTION

Litigation Paralegal

Department: Default Services/Litigation

Location: Rochester, NY

Classification: Nonexempt 





Reports to: Partner

Company Overview:

It is an exciting time to be at Woods Oviatt Gilman.  Through our continued growth, we work very hard to maintain an environment that is fun and a place to feel proud of while out in the community.  The firm recognizes the importance of work/life balance and many programs are in place to support that philosophy.

Summary:
We are looking for a skilled litigation paralegal to be the backbone of our trial team. You will be responsible for the coordination of all the details before, during and after trial. The successful candidate will be able to provide assistance during all phases of the litigation process including conducting interviews, legal research, document filing and attending trials.

Duties and Responsibilities:

· Conducting legal research and initial case assessments

· Drafting pleadings, motions and appellate documents for attorney review
· Ability to read and understand court dockets and process for filing  documents with the court
· Oversee cases by managing files and documents, coordinating with support services and clients, opposing counsel, and courts

· Maintain schedules and deadlines

· Generate status reports, logs, and indexes

· Maintain pleadings and discovery indexes

· Organize exhibits, documents, evidence, briefs and appendices

· Aid attorneys with interrogatories and other discovery requests

· Gather relevant information from a variety of sources

· Liaise between trial teams and internal/external third parties

· Assist with witnesses preparation

· Provide assistance with case settlements
· Perform other administrative duties as necessary

· Maintain Case Management System for all assigned cases
Minimum Qualifications/Requirements:

· Associates degree and/or paralegal certificate preferred
· Proven working experience as a litigation paralegal

· Applicable knowledge of motions, discovery, evidence, litigation documentation, court rules and procedures, practices etc.
· Highly organized with ability to juggle multiple deadlines in a fast-paced environment

· Strong writing and communication skills along with attention to detail

· Proficient in Microsoft Office Programs, including Windows, Word, Excel, Outlook, as well as Adobe or PDF Docs 

· Document Management software experience is also preferred
Woods Oviatt Gilman LLP is an Equal Opportunity Employer
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