
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: Haines & Associates
	Website: www.haines-law.com 
	Job Title: Legal Assistant/Paralegal
	Work Option: Onsite
	DepartmentGroup: Litigation
	Location: Center City Philadelphia
	Salary Range: $62,500-$68,000 depending on experience
	Position Type: Full-Time
	HR Contact: Julie Haines
	Posted By: Julie Haines
	Travel: Minimal
	Date posted: 7/25/2025
	Brief Summary: We are a small boutique civil litigation firm in Center City Philadelphia that works on high value cases, and not a high volume of cases. We do professional negligence, personal injury, medical malpractice, and commercial litigation.  We are looking for someone with 5-7 years of experience to support 3 attorneys, and assist our senior paralegal in all phases of litigation, from Complaint through jury trial. Assistance with further education is provided, and flexible work hours are available when needed. 15 days of PTO after three (3) months, paid healthcare, and 401(k) eligibility.  Ensure all case related correspondence, motions, PO's, and other discovery is properly saved in our case management system.

	Skills: *  Experience in a plaintiffs civil litigation law firm that is deadline driven. 
*  Ability to work independently and with others.
*  Strong communication skills and desire to grow professionally in this role. 
*  Computer/Tech savvy.

	Duties: *  Ensure all court orders and discovery deadlines are calendared.  
*  E-file with courts throughout Pennsylvania and New Jersey.
*  Subpoena witnesses, schedule court reporters, and make travel arrangements.
*  Digest depositons, draft answers to interrogatories, draft motions and assist with all discovery.

	How to Apply: Please send a resume via email to JHaines@Haines-Law.com 
No cover letter is necessary.



