
 

                                     

Family Law Paralegal 

The mission of YWCA Spokane: Eliminating racism, empowering women and promoting peace, justice, freedom, and 
dignity for all. Since 1913 YWCA Spokane has served as a source of strength for women and children in the Spokane 
community. For more information please visit www.ywcaspokane.org. 
 
Job Description Summary  

The YWCA Spokane legal team is seeking a family law paralegal, preferably with an understanding of the dynamics of 

domestic violence and trauma, to assist survivors in navigating through the family law process.   

Responsibilities 

Primary job duties include providing legal support, direction and document review for victims of domestic violence. The 

selected candidate will assist in the areas of dissolution of marriage, parenting plan establishment, paternity, child 

support, obtaining temporary and emergency restraining orders in family law cases, obtaining civil domestic violence 

orders for protection and providing referrals and legal guidance in other legal areas. This position will serve victims of 

intimate partner violence referred from the following counties: Ferry, Lincoln, Stevens, Spokane, Pend Oreille, and 

Whitman. This position also assists the Senior Family Law Paralegal in her/his duties as needed. This position may be 

assigned some of all of the following responsibilities: 

 Screens clients for appropriateness to be served by the civil legal/family law department under the 

supervision of the Senior Family Law Paralegal and Supervising Attorney. 

 Assists with running conflict checks and operating other client management software.  

 Assists qualifying pro-se clients in reviewing family law forms for cases in Superior Court including initial 

pleadings, final pleadings and assistance with any other necessary forms.  

 Assists in a weekly walk-in legal clinic for pro-se clients. 

 Maintains client records and statistical information on clients served. 

 Writes and types legal documents requested by staff attorneys. 

 Files and enters court orders at Superior Court. 

 Assists in providing services to our rural partners as needed. 

 Attends appropriate YWCA training and program staff meetings requested by the Associate Director, ADVP 

and mandated by the OCVA Grant. 

 Provides community education about the YWCA's legal programs and DV and the legal system. 

 Provides workshops for participants receiving legal services on a variety of legal procedures. 

 Become domestic violence advocate trained and maintain this status through 20 hours of hourly continuing 

education. This training is provided by or underwritten by the YWCA. 

 Performs all other duties as assigned by Supervising Attorney, Director of Legal Services, Staff Attorney(s) 

and Senior Family Law Paralegal. 

 
 



 
 
Position Qualifications 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 

Education/Experience:  

 Demonstrate understanding and acceptance of mission, values, goals and objectives of YWCA Spokane. 

 Associates Degree in Paralegal Studies, Certified Paralegal, or Legal Secretary with a minimum of 5 years 
of experience in family law. 

 A minimum of 3 years experience as a paralegal (except the 5 year requirement if no 
degree/certification) 

 Prior experience working in family law, knowledge of domestic violence and proven advocacy skills is 
highly desirable 

 Ability to communicate effectively both orally and in writing.  

 Work and interact effectively with colleagues, staff students, administrators, and others of various, 
cultural and socioeconomic backgrounds, contributing to and fostering a climate of multicultural 
understanding and appreciation.  

 Comfortable with basic computer applications, able to manage time efficiently, and demonstrate 
reliability.  

 Able to maintain professional and ethical boundaries with families, staff and volunteers.  

 Ability to perform assigned duties in a manner consistent with applicable laws, regulations, and agency 
goals. 

 Ability to lift boxes of up to 40 pounds. 
 
Hours, Salary, Benefits 

 40 hours per week 

 Starting salary: Grant funded at $18/hr 

 Paid holidays, personal time off, and health benefits. 

 Please email resume and cover letter to ywcajobs@ywcaspokane.org by January 2nd, 2019.  The hiring process 

shall begin after the start of the New Year.   

 No phone calls please. 


