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JOB ANNOUNCEMENT 

LEGAL ASSISTANT POSSITION 

  

The Law Offices of Sonia Parras, PLLC seeks a full-time (40 hours) Legal Assistant to work at our 

office located at 2925 Ingersoll Ave., Suite 7, Des Moines, IA 50312. The Legal Assistant position is a 

permanent position and it is intended for an individual who wants his/her career as a legal assistant.  

The Law Office of Sonia Parras represents primarily immigrants with affirmative and defensive 

remedies focused mainly on survivors of crime of violence.  

 

Job duties and responsibilities: 

Assist attorneys with case preparation for immigration and family law cases including: 

 Gather evidence, complete intakes, immigration forms. 

 Communication with clients, legal advocates, counselors, etc. Assist clients with process of 

writing personal declarations and translations as needed.  

 

Legal Assistant Qualifications: 

 High School diploma or GED 

 Minimum 1 year experience in an private firm or nonprofit organization 

 Bilingual (Spanish-English) skills is required 

 Basic Computer Knowledge: Familiarity with Apple system computers and Microsoft software. 

 Commitment to Legal Assistant as a career 

 

Skills and abilities: 

 Must be able to work as a team  

 Ability to adapt work priorities swiftly as needed  

 Good writing and problem-solving skills 

 Detailed oriented 

 Effective communication skills, both written and oral 

 Excellent customer service skills 

 

Salary and Benefits: Depending upon experience  

Application Process: Position will remain open until July 15th, 2017. Please send cover letter, resume, 

sample writing in English and Spanish, and references via email to Sonia Parras at: 

 

Justice@soniaparraslaw.com, with “Application for Legal Assistant” in the subject line. 

 

No phone calls please. 

The Law Office of Sonia Parras, PLLC is an equal Opportunity/Affirmative Action employer, 

committed to excellence through diversity, and strongly encourages applicant of persons of color, 

women, and members of other under-represented groups.  
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