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 Protecting  the  Possibilities  since  1975

`

 Formerly Western Law Center For Disability Rights


Position:  The Disability Rights Legal Center has an immediate opening for a full time Office Coordinator.  This is a great opportunity for right individual!
Background:  The Disability Rights Legal Center (DRLC) is an amazing 35 year old non-profit organization dedicated to protecting and expanding the legal rights of people with disabilities. The DRLC is located on the campus of Loyola Law School in downtown Los Angeles. Please check out our website for more information:  www.disabilityrightslegalcenter.org
NECESSARY QUALIFICATIONS
· Minimum 4 years office administration experience.

· High school graduate.  College or business school graduates a plus.

· Great communication and organizational skills.  
· Multi-Task Individual, solution oriented, good analytical skills, ability to work independently, meet objective.    
· Technical Skills:  Proven experience with Sharepoint, TimeMatters, Windows, Word, Excel.  Typing 45 words per minute.
· Spanish fluency a plus

· Personal experience or familiarity with people with disabilities is preferred

JOB DESCRIPTION AND RESPONSIBILITIES

The Office Coordinator position is a dual role and shall have primary responsibility for day to day operations of the Center, coordinating technology operations, Extern/Law Clerk coordination and recruitment and record maintenance as part of their Administration Services role, as well as assist in providing coordination and administrative support to the Options Counseling/Lawyer Referral Service Program.
Office Coordinator Responsibilities

Under the direction of the Director of Administration, the Office Coordinator’s responsibilities will include:

Day to Day Operations

1. Ensure facility, office equipment, office services, are properly maintained, safe and fully operational.  Maintain and order supplies, printing for DRLC programs.    Maintain inventory, seek cost efficient alternatives.
2. Ensure computer systems/software is operational, supported and adequate training has been provided to staff. Troubleshoot issues in TimeMatters and SharePoint systems and secure resolution.    Coordinate training of staff/students with Time Matters, SharePoint, and LLS. .

3. Serve as liaison to Loyola Law School for facility, contract services, information technology, and vendors. 
4. Coordinate setup of new employees – computer setup, software access, keys, parking, ID, campus map, business forms (cards, letterhead, etc.), workspace setup, smartphone setup if required.  

5. Other duties as assigned.

Law Student Program

1. Recruit law student externs, law clerks, pro bono law students through advertisements, participation in campus events, public interest fairs, liaison with other law schools and public interest entities.  
2. Coordinate application process, internal selection and training process of externs, law clerks, and pro bono law students.

3. Maintain student records and required externship reports in accordance with law school requirements.  Liaison with Loyola Law School externship office.

.  

Special Events/Outreach

1. Work with Director of Administration, Development Director and Outreach Director to coordinate logistics for special events.

2. Staff, train and supervise volunteer and staff for special events.

3. Participate in outreach and fundraising events.

General Responsibilities:

1. Preparation of reports, maintenance of statistical information and other administration projects as requested.

2. Other duties as assigned.

Options Counseling Responsibilities
The Options Counseling and Lawyer Referral Service is the primary telephone intake mechanism for the DRLC.  Under the direction of the Director of the Options Counseling and Lawyer Referral Service, the Office Coordinator’s responsibilities will include:

1. Answer phone, transfer calls, and take messages from the Options Counseling intake line.   Coordinate phone coverage of Options lines and timely input and delivery of messages. 
2. Monitor Message Center to ensure callers is contacted and intakes completed in an acceptable time frame.  
3. Screen calls directed to the DRLC’s staff.

4. Provide administrative and clerical support to the Director of Options Counseling and other DRLC staff as needed.

5. Assist in preparation of reports, correspondence, mailings and other documents. 
6. Coordinate the maintenance of the Options Counseling referral library.

7. Maintain, update, troubleshoot, enter data, and generate reports in the DRLC’s TimeMatters Intake Database.
8. Coordinate referrals of cases to attorneys on the Lawyer Referral Service panels, data tracking, and quarterly statements.

9. Data entry, typing.
10. Maintain/audit intake database for data integrity and tracking.

11. Train students and volunteers to use Time Matters for intakes and provide answers to all non-legal questions on a daily basis.  

12. Manage daily activity of students and volunteers doing Options work.  

13. Other duties as assigned.

Salary/Benefits:  Salary based on experience. Benefits include health, dental and vision insurance – DRLC pays 100% of employee coverage/50% of dependent coverage, life and long term disability insurance, 401K, AFLAC eligibility, three weeks of vacation, and twelve sick days per year. DRLC also observes all Loyola Law School staff holidays, which typically include 14-17 days per year. Paid parking/transportation allowance.  $1,000 annual stipend for ASL and/or Spanish fluency.
To apply:  please send cover letter, salary history and resume to:  Sasha.Yu@lls.edu.  No phone calls please!

