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	Position
	Immigration Legal Assistant
	FLSA
	Non -Exempt

	Department:
	Immigration & Citizenship Program
	FTE:
	40 hours

	Supervisor:
	Director of Immigration Legal Services & Program Coordinator  
	Salary & Classification:
$22-$24 p/hr.

	Office Location:
	San Luis Obispo, CA
	



ABOUT CATHOLIC CHARITIES:
Catholic Charities of the Diocese of Monterey is a member agency of Catholic Charities USA, the largest network of social service provider in the U.S with 167 agencies nationwide and 12 in the State of California.  Catholic Charities Diocese of Monterey serves the counties of Santa Cruz, Monterey, San Benito and San Luis Obispo.  Catholic Charities is a non-profit, non-discriminatory service organization and employer. We promote equal opportunity in all employment decisions regardless of race, national origin, sex, marital status, physical /mental disability, age or other bases protected by federal, state or local law.   

Programs:
The local services are: Financial Stability, Nutrition & Wellness, Tattoo Removal, Immigration Legal Services, and Disaster Relief and Preparedness.

Mission: 
Our Mission is to provide service to people in need, to advocate for social justice, and to call other people of good will to do the same.
Service • Advocacy  •  Convening

Vision: Our vision is a thriving community where individuals, regardless of their background or circumstances have the opportunity to reach their potential and contribute to society.

Values: We will achieve this through our commitment to advocacy and by providing compassionate, inclusive and impactful services while building bridges of hope, mercy and justice to meet the needs of our community.

POSITION SUMMARY:  
Under the supervision of the Immigration Director and Program Coordinator the Immigration Legal Assistant will work collaboratively with our team of Immigration Support Specialist, Immigration Program Coordinator and Director of Immigration to provide quality legal and administrative support while maintaining the confidentiality of privileged and sensitive information.   The Immigration Legal Assistant also connects clients to community resources, participates in outreach and legal education activities.
 
FUNDAMENTAL RESPONSIBILITIES:
Promote the mission of Catholic Charities through a commitment to its core values of compassion, service, justice, respect, integrity, teamwork and excellence. 

ESSENTIAL DUTIES & RESPONSIBILITIES:
· Serve as a welcoming first point of contact for clients by answering phone calls, greeting walk-in visitors, providing general program information, and connecting individuals with appropriate services and staff.
· Conduct client intake interviews, gather required information and documentation, assess client needs, and facilitate timely referrals to internal programs and community resources.
· Provide general administrative and clerical support to the Immigration department.
· Maintain client files and case records in accordance with agency policies, legal requirements, and confidentiality standards.
· Assist in the preparation and maintenance of program reports, case activity reports, and other documentation required for programmatic and funding purposes.
· Schedule client appointments, meetings, consultations, and program activities; maintain staff calendars as assigned.
· Collect service and filing fees in accordance with department policies and established billing procedures.
· Prepare and reconcile cash receipts and bank deposits according to agency policies and accounting procedures.
· Receive, open, sort, and distribute incoming mail and correspondence; identify and refer matters requiring staff or supervisory attention.
· Collaborate with internal programs to provide holistic services
· Coordinate and disseminate program information, schedules, updates, and materials to support effective program operations and communication.
· Assist with training, orientation, and providing work direction to volunteers, interns, and support staff as assigned.
· Establish and maintain positive, professional, and culturally responsive relationships with clients, community partners, staff, and the public.
· Maintain strict confidentiality of client information and records in compliance with agency policies and legal standards.
· Assist with case file preparation, document collection, translation coordination, and other case support activities under the supervision of accredited representatives or attorneys.
· Participate in staff meetings, professional development trainings, agency functions as required.
· Represent the program at community outreach, educational, and tabling events to promote immigration legal services and resources.
· Other duties as assigned by the Immigration Director and Program Coordinator.


QUALIFICATIONS, EXPERIENCE, AND KNOWLEDGE:
· Associate’s degree (A.A.) from an accredited educational institution or 2-3 years minimum experience in a related field of immigration work. 
· Minimum of two years of office/administrative assistant experience preferably in a law office setting.
· Previous experience in nonprofit social services and/or immigration services strongly preferred 
· Bilingual English/Spanish Required
· Excellent interpersonal and communication skills both orally and in writing.
· Ability to communicate with appropriate tact; compassion and sensitivity.
· Ability to work closely with other employees to ensure a positive, constructive environment within the program and throughout the agency.  
· Proficiency in Windows environments, especially Word, Excel, PowerPoint, Office 365 and online client databases.
· Welcoming and friendly demeanor; appreciative and respectful of all cultures and beliefs.
· Meticulous attention to detail and multi-tasking skills required. 
· Ability to maintain strict confidentiality and exercise good judgment.
· Work independently and as a collaborative team member. 
· Knowledge of appropriate community resources.
· Must be comfortable with frequent interruptions.
· Ability to work in fast-paced environment    
· Ability to attend occasional evenings and weekend events.
· Flexibility and willingness to take on new tasks   
· Knowledge of the Principles of Catholic Social Teachings and the ability to link them to practical actions.  

LICENCE, CERTIFICATIONS, REGISTRATIONS:
· Valid California Driver’s License, transportation and current auto insurance.

OTHER REQUIREMENTS: 
· Clearance of fingerprint background check is required.
· Ability to stand and be active for 2-3 hours at a time
· Occasionally lift or move up to 10 lbs.

WORKING CONDITIONS: 
· Comfortable office environment
· Some travel to other locations for meetings, training, etc. 
· Under the Rehabilitation Act of 1973, Catholic Charites Diocese of Monterey must provide reasonable accommodations when an employee with a disability needs an accommodation to perform the essential job duties or to gain access to the workplace.


HOURS AND OTHER CONDITIONS:
This is a non-exempt 40 hours/week position. Occasional weekends and evenings will be required. Salary range is $22-$24 p/hr. based on experience. Catholic Charities offers a full range of employee benefits.


This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant. Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.


APPROVALS:
______________________________ _____________________________________________________
Employee name                              		Signature                                            	Date	

___________________________________________________________________________ _____	___
Immigration Legal Services Director               Signature                		 	Date	
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