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Litigation Secretary – Plaintiff
Description

A small, PI firm is seeking a skilled and detail-oriented Legal Secretary to join its
team, specializing in civil litigation on behalf of plaintiffs. As a Civil Litigation Plaintiff
Legal Secretary, you will provide comprehensive administrative and secretarial
support to our attorneys, ensuring the smooth functioning of our legal practice. Your
exceptional organizational abilities, attention to detail, and familiarity with civil
litigation processes will contribute to the success of our client’s cases.

Qualifications

3+ years of civil litigation experience
Strong interpersonal skills and the ability to work collaboratively within a
team.
Familiarity with legal procedures, court rules, and e-filing systems
Proficiency in using standard office software (e.g., Microsoft Office Suite).

 

Contacts

If interested and meet the qualifications of the position, please submit your resume
to or contact:

Steven Zou
steven@matfar.com
213-996-3748

Matura Farrington is an EEOC employer and will consider qualified applicants with
criminal histories in a manner consistent with the requirements of the Los Angeles
Fair Chance Initiative for Hiring Ordinance and all other local, state, and federal
laws.

 

Hiring organization
Matura Farrington Staffing Services

Employment Type
Full-time

Industry
Legal, Litigation

Job Location
Los Angeles, CA

Working Hours
Hybrid work hours. 1 day WFH.
7-HOUR work day. 8-4 or 9-5

Base Salary
$ 80K - $ 100K

Date posted
June 2, 2023
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