Firm/Company Name: Kang Haggerty Website: https://lwww.khflaw.com/

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

ob Hte Senior Legal Assistan e Onsite

Department/Group: Litigation Posted By: Kang Haggerty

Location: Philadelphia, PA Travel:

Salary Range: DOE Position Type: li.e.: full-time, part-time, etc.]
Full-time

HR Contact: Christina Kim Date posted:

How to Apply: (Fax,

Email, Mail, Link, etc.):

Email hiring@kanghaggerty.com with an updated resume and cover letter.

Job Description

Brief Summary:

Duties:

Skills/qualifications:

This is a full-time on-site role for a Senior Legal Assistant located in Philadelphia, PA.
Seeking an ambitious and driven legal assistant with a minimum of 2 years’ experience.
Your primary responsibility will be managing commercial litigation matters, as well as
complex workout, real estate, and other general corporate and transactional matters.

-Manage commercial litigation matters from inception through trial support

-Handle complex electronic filing in Pennsylvania and New Jersey state and federal courts
-Assist with voluminous discovery requests, responses, and document productions
-Prepare and organize exhibits, motions, and litigation documents

-Support attorneys with motion practice and case management

-Maintain and organize case files and deadlines across multiple matters

-Coordinate and prioritize assignments from multiple partners and associates

-Train legal assistants

-Perform overtime work as needed to meet deadlines and case demands

-Strong knowledge of legal procedures, legal terminology, and experience with legal
document preparation

-Proficiency in providing administrative assistance and case file management
-Exceptional communication and interpersonal skills for liaising with clients and
collaborating with legal teams

-Experience working as a Legal Assistant or in other legal support roles
-Detail-oriented with excellent organizational and time-management abilities
-Proficiency in legal research tools and office software

-Bachelor’s degree or certification in Legal Studies, Paralegal Studies, or a related field is
preferred

-Experience with iManage, CS Disco, and Westlaw preferred, but not required.
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