PRIVATE 

JOB DESCRIPTION


PART TIME IMMIGRATION STAFF ATTORNEY


[.5 FTE]

1
Half-time attorney sought for nonprofit providing legal services for people with HIV/AIDS, focusing on immigration issues. Motivated individual interested in working in cooperative, flexible office, committed to social justice. Salary is $30k for 20 hours per week. Applicant should be proficient in Spanish. ALRP encourages people of color, women, and those with disabilities, including HIV, to apply. OPEN UNTIL FILLED.  PRIVATE 

General Purpose: 


To bring ALRP’s services to immigrants with HIV/AIDS. 
Responsibilities: 

I. Client Services




50%

A. Respond to general telephone inquiries, including all immigration calls.

B. Conduct client intake, information, and referrals.

C. Maintain accurate computerized client files and other documentation and provide project statistics to other staff as requested.

D. Administer legal clinics. 

E. Conduct training sessions on legal issues for clients.

F. Complete writing projects as assigned.

II. Attorney Relations/Volunteer Training

10%

A. Work with Panel attorneys regarding client needs.

B. Assist in recruitment of volunteers.

C. Assist Executive Director and Volunteer Coordinator in developing culturally sensitive trainings and materials for Panel attorneys.

III. Community Relations 



35%

A. Provide trainings to AIDS services providers in order to improve their clients’ access to legal services.

B. Identify, contact, and establish ties with other agencies that serve immigrant populations.

C. Attend community events to increase Panel visibility.

IV. General Administration 



5%

A. Attend regular staff meetings.

B. Report to Executive Director.

C. Assist in keeping immigration statistics and preparing reports for funders.

D. Meet regularly with Executive Director to assess progress toward contract requirements and job performance, making adjustments to work plan as needed.

E. Perform general office duties and special projects as assigned.

