
 

 
 
Job Posting       Date:  April 2, 2018 
 
Women In Distress is the only nationally accredited, state-certified, full service domestic 
violence center serving Broward County, Florida.  Our mission is to stop domestic 
violence abuse for everyone through intervention, education and advocacy. 
 
All employees of Women In Distress are considered “essential” and as such, may be 
required to be available to remain onsite and/or required to assist during emergencies 
and other critical times. 
 
Job Title:  Paralegal 
 
Reports To:  Injunction for Protection (IFP) Supervising Attorney 
 
Salary:  $19/hour  
 
Days/Hours:  Monday through Friday from 9am to 6 pm, with flexibility as needed to 
meet the needs of the clients and the agency. 
 
Workplace Location(s):  Jim and Jan Moran Family Center, Deerfield Beach, FL 
 
Qualifications:  

 Bachelor’s degree in Legal Services or related field and / or certification or 
training as a Paralegal, Legal Assistant or Legal paraprofessional. 

 Four years as a paralegal or four years as a Legal Assistant is preferred. 

 Ability to work with multiple attorneys engaged in the litigation process.   

 2-3 years of demonstrated litigation experience including proficiency in 
scheduling, preparing documents, and e-filing via FL E-Portal, maintaining case 
documents in case management software.   

 Excellent written and oral communication and organizational skills is required. 

 Must be a team player. 

 Must be proficient in Microsoft Office applications such Word and Outlook; basic 
knowledge in excel.  

 Bilingual required (Portuguese or Spanish).   

 Must have excellent organizational skills. 

 Exercised great punctuality. 

 Approach assignments with high level of accuracy and attention to detail.                         
 



General Job Description:  
 
Under the guidance of the IFP Supervising Attorney, the Paralegal will provide support 
to a team of attorneys providing legal advice and representation to survivors of 
domestic, dating and sexual violence or stalking.  The paralegal will also provide support 
on projects a directed and act as a liaison between the IFP Project and WID staff and 
members of the public.   
 
The paralegal will function as a generalist and provide legal support across various tasks 
such as:  

 drafting legal documents 

 performing e-Filing  

 performing records checks 

 preparing correspondences 

 legal research 

 building and maintaining databases and files 

 maintaining legal records 

 coordinating activities including subpoena requests 

 keeping cases organized by establishing and organizing files  

 monitoring calendars 

 documenting actions 

 inputting information into case management software 

 confirming case status with attorney 

 helping to develop cases by maintaining contact with people involved in 
the case 

 keeps clients informed by maintaining contact communicating case 
progress 

 organizing trial binders, preparing exhibits and scheduling witnesses 

 implement and improve upon administrative practices or processes for 
more efficient workflow 

 
To Apply: Send letter of interest & updated resume to 
employment@womenindistress.org. No phone calls please. 
 
Women In Distress does not discriminate by reason of race, sex, color, age, national origin, religion, mental 
or physical ability, sexual orientation, gender identity, veteran or military reserve status, immigration 
status, or language spoken.  All room assignments, activities, programs, etc. are provided in a non-
discriminatory manner.  Applicants with disabilities who may need accommodations are encouraged to 
contact Diane Smith, Human Resources Manager at 954-760-9800 ext. 1034 5 days prior to scheduled 
interview, so that reasonable accommodations may be coordinated. 

______________________________________________________________________        
 
Date position will be available: Immediately 
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