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[Your Name] 

[Your Title] 

BILINGUAL ADMINISTRATIVE ASSISTANT 
 

The Legal Aid Justice Center, a nonprofit provider of legal services to low-income individuals in 

Virginia, seeks a full-time bilingual administrative assistant for its Charlottesville office. This individual 

will assist with a variety of clerical and office management functions, including but not limited to: 
 

• Managing a high volume front desk: answering phones, completing intake interviews, 

identifying and triaging emergency cases with the managing attorney; 

• General Administrative Support: generating letters, processing case files, and entering 

data; 

• Assisting with special events in the office including meetings and conferences; 

• Supervising student volunteers, including hiring students through UVA programs, 

conducting regular educational evaluations, and training students; 

• General Office management: managing supplies and common spaces, paper file 

management including archiving, and assistance with new staff onboarding. 

 

The ideal candidate has at least two years of professional office experience, is highly computer literate, 

and enjoys balancing a variety of responsibilities in a fast-paced, client-centered work environment. 

 

This position reports to and works closely with the Managing Attorney of Charlottesville but may entail 

responsibilities beyond the local office due to administrative staff housed in this location.   

 

Spanish fluency is required.  

 

Position is open until filled. Salary DOE; exceptional benefits include health insurance and generous 

leave. Come work with people who love what we do! 

 

HOW TO APPLY 

 

To apply, submit a cover letter, resume and three references to hiring@justice4all.org and should be 

addressed to: Mary Bauer, Executive Director, Legal Aid Justice Center 1000 Preston Avenue, Suite A 

Charlottesville VA 22903. 

 

About the Legal Aid Justice Center 

 

The Legal Aid Justice Center is an equal opportunity employer, committed to inclusive hiring and dedicated 

to diversity in our work and staff. We strongly encourage candidates of all identities, experiences, and 

communities to apply. The Legal Aid Justice Center is committed to strengthening the voices of our low- 

income clients, working in collaboration with community partners, and rooting out the inequities that keep 

people in poverty. We strive to take on the issues that have broad impact on our client communities and to 

be responsive to client input. Recognizing the particular impact of racism on our clients and staff, we 

devote special attention to dismantling racial injustice. 

 

All applicants must be dedicated to working in and sustaining an environment that enables staff and clients 

to feel empowered, valued, respected, and safe. In reviewing applications, we look for evidence that 

applicants have experience and/or thoughtfulness in working with traditionally marginalized populations. 
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