
The Immigrant Law Center of Minnesota 

Employment Opportunity 

 

Supervising Attorney 
 

 

The Immigrant Law Center of Minnesota (ILCM) is seeking a full-time supervising attorney in 

its St. Paul office to oversee and lead legal staff on a broad range of immigration-related legal 

matters, and community education efforts. The supervising attorney is also an integral part of a 

management team that also includes the Executive Director, Associate Director, and Pro Bono 

Director.  

 

Organization Summary: The mission of the Immigrant Law Center of Minnesota is to enhance 

opportunities for immigrants and refugees through legal representation for low-income 

individuals, and through education and advocacy with diverse communities. Our goals are to: 

 Remedy legal problems by providing quality immigration legal services to low-income 

immigrants and refugees of all nationalities;  

 Prevent legal problems by providing law-related education to immigrants and refugees of 

all nationalities; and 

 Raise public awareness of immigration issues so as to encourage sound public policy that 

protects the universal human rights of immigrants and is both compassionate and 

practical. 
 

 

Job Title:  Supervising Attorney    Location:  Saint Paul 

 

Salary:  DOQ   Type:  Full-time  Deadline:  Open until filled 
 

 

Primary Duties and Responsibilities:   

This position is responsible for the legal work of ILCM. The supervising attorney will provide 

leadership and mentoring in legal matters to staff attorneys, accredited representatives, legal 

assistants, law clerks, students, and interns. This position has lead responsibility for providing 

supervision, information, technical assistance, outreach and training, and ensuring high-quality 

representation in immigration matters to income-eligible persons of all nationalities. The 

supervising attorney is part of ILCM’s management team and will provide leadership and 

support for all additional services, mission, and work in the community to benefit and strengthen 

the immigrant community and ILCM’s role and responsibility to it. Responsibilities will include: 

 Serve as part of the management team to provide overall guidance and input to carry out the 

mission of ILCM. 

 Maintain legal protocols that assure professionalism, efficiency, effectiveness, and adherence 

to best practices in legal services. 

 Maintain case priority system for all matters consistent with ILCM funding and mission. 

 Maintain regular professional development on best practices in immigration law, ethics, and 

immigration legal practice supervision. 

 Provide supervision, training, leadership, and mentoring to all legal staff, interns, and 

volunteers. 



 Implement clear legal supervision plan that includes at least: regular case file reviews, 

administrative training and monitoring, continuing education planning, employee 

development, among others. Also, assure consistency in caseload distribution.  

 Set yearly intake strategy and adjust to meet all funded objectives as necessary. Maintain 

professional intake procedures with “client-first” criteria and case priorities that reflect 

funding priorities. Monitor amount and type of intake at least quarterly. Lead all potential 

client case reviews and coordinate assignment of cases. 

 Provide or coordinate outreach, education, and training services to clients, community 

groups, and professionals.  

 Oversee the consistent recording and tracking of data relating to clients and other activities as 

required for all legal and funding purposes. 

 Review and participate in prospective grant proposals and grant reporting. Work closely with 

the Associate Director to assure progress on grant objectives. 

 Build or strengthen relationships with ILCM’s stakeholders. 

  
 

Experience and Qualification Requirements: 

 

Education/Experience: 

J.D. from an accredited law school. Admission to the Minnesota Bar. Minimum of five years of 

experience in immigration representation. Minimum of three years in a supervisory role. 

 

Other Skills/Requirements: 

 Second language fluency in Spanish, Hmong, or Somali is strongly preferred.  

 Excellent oral, listening, and written communication skills. 

 Strong organizational skills and attention to detail in order to manage multiple projects 

concurrently. 

 Demonstrated interest in serving the low-income immigrant and refugee community and 

experience working with persons of diverse economic, cultural, and ethnic backgrounds.  

 Familiarity with diverse refugee and immigrant communities, community agencies and 

resources.  

 Ability to work constructively with others, possess good judgment, learn quickly, and work 

well independently and under pressure—as well as in collaboration with other staff and with 

other organizations.  

 Working knowledge of Microsoft Office Suite programs. Database experience a plus. 

 

This description lists the major duties and requirements of the job and is not all-inclusive. Attorneys 

may be expected to perform job-related duties other than those contained in this document and may 

be required to have specific job-related knowledge and skills. 
 

 

Additional Information: For further information on the Immigrant Law Center of Minnesota, 

please visit www.ilcm.org. 

 

How to Apply: If interested, please forward cover letter and resume to oficinalegal@ilcm.org or 

mail to ILCM Legal, 450 North Syndicate St., Ste. 200, Saint Paul, Minnesota 55104.  

mailto:oficinalegal@ilcm.org

