Legal Administrative Assistants

Legal Administrative Assistants are professionals who provide administrative and clerical support
to lawyers, paralegals, and legal departments. They help ensure the smooth operation of legal
offices by managing documents, scheduling, and communications, allowing legal professionals to
focus on case preparation and client representation.

Duties and Powers
e Prepare, organize, and manage legal documents, correspondence, and case files.
e Schedule appointments, court dates, meetings, and deadlines for legal staff.
e Conduct preliminary legal research and gather information from legal databases.
e Draft routine legal documents, letters, and memos under supervision.
e Maintain records of client information, case status, and billing details.
o Communicate with clients, witnesses, courts, and other parties as needed.
e Assist in the preparation of trial exhibits, briefs, and reports.
o Ensure compliance with confidentiality, privacy, and legal office procedures.
e Manage office equipment, supplies, and databases for efficient workflow.

o Coordinate with lawyers, paralegals, and other staff to support case management.



