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	FirmCompany Name: Sweeney & Sheehan 
	Website: https://sweeneyfirm.com/
	Job Title: Administrative Legal Assistant
	Work Option: 
	DepartmentGroup: 
	Location: Philadelphia, PA 
	Salary Range: $50k starting
	Position Type: Full-Time
	HR Contact: Maria Hutnick
	Posted By: Maria Hucknick
	Travel: 
	Date posted: 9.3.2025
	Brief Summary: Administrative Legal Assistant full-time
Sweeney & Sheehan is an AV rated regional defense litigation firm seeking an Administrative Legal Assistant for our Westmont, NJ office to work in an active litigation practice. We are a dynamic legal team committed to delivering exceptional legal services to our clients. Our firm values professionalism, integrity, and a collaborative work environment. We are seeking a detail-oriented and proactive Administrative Legal Assistant to join our team and support our attorneys in providing top-notch service for our clients.

	Skills: The ideal candidate will have a strong understanding of legal terminology, excellent organizational skills, and the ability to handle confidential information with discretion.  The full-time position offers benefits including: 401(k), health insurance, dental and vision insurance, paid time off, disability insurance, and flexible spending accounts. Salary starting at $50,000, commensurate with experience.
	Duties: The Administrative Legal Assistant will provide comprehensive administrative support to our legal team. This role involves managing legal documents, coordinating schedules, and ensuring efficient office operations. 
Key Responsibilities
•	Prepare, proofread, and file legal documents such as contracts, pleadings, subpoenas, and correspondence.
•	Manage attorneys' calendars, schedule appointments, and coordinate meetings.
•	Maintain and organize physical and electronic case files, ensuring easy retrieval and compliance with record-keeping policies.
•	Communicate with clients, court personnel, and other legal professionals to facilitate case progress.
•	Ensure compliance with legal procedures and confidentiality requirements.

	How to Apply: Resumes should be submitted to Maria.Hutnick@sweeneyfirm.com.


