Law Clerk

SUMMARY:

Provide legal assistance to a law firm or organization, including legal research, writing, and court filings.

DUTIES AND RESPONSBILITIES:

1. Composing legal correspondence.

2. Subpoenaing witnesses.

3. Collecting evidence.

4. Assisting clients in person with filling out forms.

5. Communicating with the opposing party.

6. Assisting attorneys with hearing preparation.

7. Performing internet and library legal research.

8. Other job-related duties as assigned.

MINUMUM JOB REQUIREMENTS:

Law student at UNM.

KNOWLEDGE, SKILLS, A ND ABILITIES REQUIRED:

· Knowledge of legal research tools.

· Knowledge of Bluebook Citation format.

· Level of knowledge will depend on requirements of the position. 

· Fluency in Spanish may be required for some positions.

