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Brief Summary: 
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	FirmCompany Name: Cohen Seglias Pallas Greenhall & Furman PC
	Website: https://www.cohenseglias.com/about-us/careers/current-openings/
	Job Title: eDiscovery Litigation Paralegal
	Work Option: Onsite / Hybrid
	DepartmentGroup: 
	Location: Philadelphia
	Salary Range: 
	Position Type: Full-Time
	HR Contact: 
	Posted By: Monica M. Lavin, Director of HR
	Travel: 
	Date posted: 08.04.2025
	Brief Summary: The paralegal position is heavily focused on supporting attorneys through all phases of litigation, with a strong emphasis on the electronic discovery (eDiscovery) process.  The paralegal plays a key role in managing complex litigation matters, particularly in overseeing the identification, preservation, collection, review, and production of electronically stored information (ESI)Core responsibilities include managing the discovery lifecycle—such as coordinating ESI collections, applying defensible preservation protocols, conducting early case assessments, managing document reviews using advanced review platforms (e.g., Relativity), and preparing production sets in accordance with agreed-upon specifications. The paralegal will also assist with deposition prep, fact development, and trial/arbitration support.
	Skills: *  The ideal candidate will have a minimum of 5 plus years of law firm litigation support experience with demonstrated expertise in eDiscovery tools and workflows, and knowledge of legal hold procedures, data culling strategies, and production protocols.

* Familiarity with and ability to use one or more electronic-discovery tools/ document-review platforms (e.g., Relativity, IPRO Eclipse, Summation, Concordance, etc.).

*  Has a general understanding of the rules of procedure/evidence and/or willingness/ability to research/review same.

*  Experience in all phases of litigation including trial and deposition preparation.

*  Experience managing document-intensive matters and coding.

*  Project management experience with an electronic discovery vendor, law firm strongly preferred.

*  Experience with litigation/document review applications; IPRO experience a plus IPRO.

*  Strong computer skills; proficient in MS Office, MS Word, Excel, case management software.

*  Must have strong organizational skills and ability to multi-task, be detail oriented, and have excellent communication skills.

*  Ability to work effectively with all levels of staff and management.


	Duties: *  Prepares for trial/arbitration/mediation, including exhibit preparation/trial logistics/trial support.

*  Assists in identifying/collecting relevant documents/data from client in response to discovery requests/subpoenas.

*  Assists in creating/maintaining electronic-discovery databases.

*  Conducts targeted searching and first-pass review of collected/processed client files for responsiveness/privilege (QC/second-pass review to be performed by attorney).

*  Assists in preparing/facilitating production of client’s responsive, non-privileged files.

*  Maintains discovery-related indices/logs.

*  Organizes large case files.

*  Performs overall case/project management.

*  Prepares deposition digests/summaries (if requested).

*  Proofreads/cite-checks legal motions/briefs (if requested).

*  Prepares initial draft of complaints, discovery requests/responses, deposition notices/subpoenas, etc. (if requested).

*  Communicates with clients/experts (both orally and in writing).

*  Conducts general factual investigation/analysis.

*  Conducts targeted searching and substantive document review for purposes of identifying hot/noteworthy docs for use in witness preparation/depositions/trial.

*  Creates witness files and designate testimony for use at trial.


	How to Apply: Please send resume and cover letter to careers@cohenseglias.com


