
Firm/Company Name: Website: 

Job Title: Work Option: [i.e.: onsite, hybrid, remote, etc.] 

Department/Group: Posted By: 

Location: Travel: 

Salary Range: Position Type: [i.e.: full-‐time, part-‐time, etc.] 

HR Contact: Date posted: 

How to Apply: (Fax, Email, Mail, Link, etc.): 

Job Description 

Brief Summary: 

Duties: 

Skills/qualifications: 


	FirmCompany Name: Kang Haggerty
	Website: https://www.khflaw.com/
	Job Title: Office Administrator
	Work Option: Onsite
	DepartmentGroup: 
	Location: Philadelphia, PA
	Salary Range: $120,000
	Position Type: Full-time
	HR Contact: Christina Kim
	Posted By: Kang Haggerty
	Travel: 
	Date posted: 
	Brief Summary: 
	Skills: -Professional presence and strong organizational judgment
-Experience managing others in a law‑firm environment
-Proficiency in Microsoft Word, Excel, PowerPoint, Teams, and Outlook
-Experience with iManage, Zoom Rooms, and Timeslips is a plus
	Duties: The ideal candidate will have prior experience managing the day‑to‑day operations of a law firm, including:

-Administrative and operational oversight
-Financial analysis and reporting
-IT coordination with external vendors
-Human resources support
-Facilities management
-Supervising and developing administrative staff, including workload direction, performance management, training, staffing, and recruitment
	How to Apply: Email hiring@kanghaggerty.com with an updated resume and cover letter.


