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Paralegal Job Description Template/Brief

We are seeking a dedicated Paralegal to join our legal team. The Paralegal will support

attorneys by performing various legal tasks and ensuring efficient case management. The

role involves document preparation, research, and maintaining client communication. The

ideal candidate should possess strong organizational skills and a keen attention to detail.

Paralegal Job Profile

A Paralegal assists attorneys in preparing for trials, hearings, and corporate meetings.

They manage legal documents, conduct research, and ensure compliance with legal

protocols. This position requires excellent communication skills and the ability to handle

confidential information with integrity.

Reports To

The Paralegal reports to the Senior Attorney or Department Head.

Paralegal Responsibilities

Prepare and draft legal documents, correspondence, and pleadings.

Conduct legal research to gather relevant information for cases.

Maintain and organize case files and documentation.

Assist attorneys in preparing for court trials and hearings.

Coordinate with clients and maintain professional communication.

File legal documents with courts electronically or in person.

Manage schedules and deadlines for attorneys.

Summarize depositions, interrogatories, and testimony.

Monitor changes in legal regulations and ensure compliance.

Support attorneys in trial preparation by organizing evidence and exhibits.

Paralegal Requirements & Skills

Proven experience working as a Paralegal or in a similar role.

Strong understanding of legal terminology and procedures.

Excellent organizational and multitasking abilities.

Proficiency in legal research tools and databases.

Effective communication and interpersonal skills.

Ability to maintain confidentiality of sensitive information.

Attention to detail and accuracy in document preparation.

Bachelor’s degree in Legal Studies, Law, or related field.

Paralegal certification is preferred.


