Firm/Company Name: German Gallagher M| Website: www.ggmfirm.com

Job Title: _ Work Option: [i.e.: onsite, hybrid, remote, etc.]
Mail room clerk onsite

Department/Group: Posted By: Susan Patterson

Location: Phila, PA Travel:

Salary Range: Negotiable with Position Type: [i.e.: full-time, part-time, etc.]
experience part-time 3 days a week

HR Contact: Susan Patterson Date posted: 01/02/2026

How to Apply: (Fax,

Email, Mail, Link, etc.):

Please email your resume to pattersons@ggmfirm.com

Job Description

Brief Summary:

Duties:

Skills/qualifications:

This position is a 3 day work week, Monday, Tuesday, and Fridays from 8:30 to 5pm.

1. Manages all incoming and outgoing mail and packages.

2. Scanning incoming mail to the correct attorney, paralegal and sectary

3. Administrative tasks like postage, inventory management, shipping coordination, and
operating mailroom equipment.

4. Excel. Ability to format cells, adjust page sizes, fit spreadsheet to page, convert to
PDF.

5. iManage (document Management — Familiar with a document management system
(doesn’t matter which one). Import/Export digital files to/from imanage.

3. Adobe- Combining files, Redaction, Bates Stamping, Hyperlinking, OCR.

4. Outlook — Save Outlook attachments to network drive and copy to iManage case file.
5. Familiar with navigating through network drives and copying files across network
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Excel. Ability to format cells, adjust page sizes, fit spreadsheet to page, convert to PDF.
Adobe- Combining files, Redaction, Bates Stamping, Hyperlinking, OCR.

Familiar with navigating through network drives and copying files across network folders.
Data transfers to/from USB drives/CDs/DVDS, copying files to/from network drives,
reviewing file size properties to determine most appropriately sized media to use.
Dropbox — Create folders, upload files, and create share link.

Scanning
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	FirmCompany Name: German Gallagher Murtagh
	Website: www.ggmfirm.com
	Job Title: Mail room clerk
	Work Option: onsite
	DepartmentGroup: 
	Location: Phila, PA
	Salary Range: Negotiable with experience 
	Position Type: part-time 3 days a week
	HR Contact: Susan Patterson
	Posted By: Susan Patterson 
	Travel: 
	Date posted: 01/02/2026
	Brief Summary: 
This position is a 3 day work week, Monday, Tuesday, and Fridays from 8:30 to 5pm.  
	Skills: 
Excel.  Ability to format cells, adjust page sizes, fit spreadsheet to page, convert to PDF.
Adobe– Combining files, Redaction, Bates Stamping, Hyperlinking, OCR.
Familiar with navigating through network drives and copying files across network folders.
Data transfers to/from USB drives/CDs/DVDS, copying files to/from network drives, reviewing file size properties to determine most appropriately sized media to use.
Dropbox – Create folders, upload files, and create share link.
Scanning 
	Duties: 1. Manages all incoming and outgoing mail and packages. 
2. Scanning incoming mail to the correct attorney, paralegal and sectary
3. Administrative tasks like postage, inventory management, shipping coordination, and operating mailroom equipment.
4. Excel.  Ability to format cells, adjust page sizes, fit spreadsheet to page, convert to PDF.
5. iManage (document Management – Familiar with a document management system (doesn’t matter which one).  Import/Export digital files to/from imanage.  
3. Adobe– Combining files, Redaction, Bates Stamping, Hyperlinking, OCR.
4. Outlook – Save Outlook attachments to network drive and copy to iManage case file.
5. Familiar with navigating through network drives and copying files across network folders.
6. Data transfers to/from USB drives/CDs/DVDS, copying files to/from network drives, reviewing file size properties to determine most appropriately sized media to use.
7. Dropbox – Create folders, upload files, and create share link.
8. Create Zip files.
9. Familiar with uploading/download  files/folders to/from various internet storage sites (Dropbox, Box, OneDrive, Sharefile, etc.)Convert Word documents to PDF.
10. Binders for Trial.
11. Basic equipment troubleshooting skills (printer jams, rebooting laptops) 
12. Familiar with Zoom\Teams to assist with attorney virtual meetings.  Setting a firm laptop in the conference room, connecting it to the TV.   

	How to Apply: Please email your resume to pattersons@ggmfirm.com 


