
LEGAL ASSISTANCE OF DAKOTA COUNTY, LTD. 
JOB ANNOUNCEMENT 

 
POSITION:  Volunteer Program Legal Assistant 
 

 

Legal Assistance of Dakota County, Ltd. (LADC) seeks a full-time legal assistant or paralegal to 
help with the administration of our Volunteer Program and provide support to our staff attorneys. 
 
BACKGROUND:  Legal Assistance of Dakota County, Ltd., is a non-profit law office which 
provides free legal help in civil matters, primarily in family law, to low income residents of 
Dakota and Goodhue Counties.  Founded in 1972, LADC has excellent relationships with the 
local bench, private bar, and other Minnesota Legal Service Coalition programs in providing 
access to justice. LADC also has strong partnerships with social services providers in the 
community. 
 
RESPONSIBILITIES:  This staff member will provide administrative support for our 
Volunteer Program and work directly on family law cases. The staff member will: answer the 
telephone; screen clients for income and substantive eligibility; draft legal documents and 
correspondence under the supervision of the staff attorneys; e-serve and e-file; provide litigation 
support; and process case files.  For the volunteer program, the staff member will: help the 
Volunteer Attorney Coordinator place cases for full representation; manage the waitlist; sign up 
attorneys to for our advice and brief services clinics; facilitate three clinics per month; and 
maintain program files. The position will also involve other duties as assigned to meet office and 
client needs. 
 
QUALIFICATIONS:  Applicants must have: excellent written and oral communication skills; 
the ability to manage multiple tasks and remain detail-oriented under pressure; computer 
experience, including Microsoft programs; and the ability to handle confidential and sensitive 
information with discretion. They must be able to work with a diverse client community with 
professionalism and compassion. Experience working with victims of domestic violence and / or 
immigrants is preferred, as is work with a volunteer program. Fluency in a second language 
prevalent in the communities we serve is a plus.  Must have reliable transportation and be 
available to work three evenings per month. 
 
SALARY:  The hourly wage is $ 15-20 per hour, depending upon experience and education.  
Benefits include employer-paid health insurance. 
 
TO APPLY:  Applications should include a cover letter and a resume. Resumes preferred by 
November 20, 2017, but will be accepted until the position is filled. Materials should be directed 
to Sharon Jones, Executive Director, Legal Assistance of Dakota County, Ltd., 15025 Glazier 
Avenue, Suite 201, Apple Valley, MN 55124, Fax: 952-431-3202, or via mail: 
sjones@dakotalegal.org.  
                
LADC is committed to diversity and is an equal opportunity employer. 
 


