
Firm/Company Name: Website: 

Job Title: Work Option: [i.e.: onsite, hybrid, remote, etc.] 

Department/Group: Posted By: 

Location: Travel: 

Salary Range: Position Type: [i.e.: full-‐time, part-‐time, etc.] 

HR Contact: Date posted: 

How to Apply: (Fax, Email, Mail, Link, etc.): 

Job Description 

Brief Summary: 

Duties: 

Skills/qualifications: 


	FirmCompany Name: German Gallagher & Murtagh, P.C.
	Website: www.ggmfirm.com
	Job Title: Mail Room/Copy Room Clerk
	Work Option: Onsite
	DepartmentGroup: 
	Location: Philadelphia, PA
	Salary Range: Negotiable with experience
	Position Type: Full-time, Mon - Fri, 8:30AM - 5:30PM
	HR Contact: Martha J.Keen
	Posted By: Martha J. Keen, CLM
	Travel: None
	Date posted: February 20, 2026
	Brief Summary: 
This is a full-time onsite position.  Monday - Friday, 8:30 AM - 5:30 PM daily.
	Skills: 
Requirements:  Familiarity with Excel, document management programs such as iManage, Dropbox or similar program, Adobe, Word, Outlook, creating Zip files, and other similar programs and apps as needed.  Law firm experience a plus.
	Duties: Duties include but are not limited to:   Handle all incoming/outgoing mail/packages/deliveries.  Scan incoming mail to recipients.  Maintain inventory of office and kitchen supplies.  Maintain and troubleshoot mail/copy room equipment including postage meter, copiers, printers and laptops.  Transfer data to/from USB Drives/CDs/DVDs, copy files to/from network drives.  Able to adjust media size for specific needs.  Able to upload/download files and folders to/from sites such as but not limited to Dropbox, etc.  Able to convert documents to and from word and PDF.  Set up TV and laptops in conference rooms for meetings using programs such as Zoom, etc.  Creating binders for trials.
	How to Apply: Please send resume to keenm@ggmfirm.com


