
 

                                     

FAMILY LAW PARALEGAL  

ABOUT THE YWCA SPOKANE 

The YWCA is the oldest and largest women’s organization in the world.  The YWCA Spokane is dedicated to 

eliminating racism, empowering women and standing up for social justice, helping families and strengthening 

communities.  Since 1913 YWCA Spokane has served as a source of strength for women and children in the 

Spokane community. The YWCA Spokane’s three umbrella programs include: the Domestic Violence Victims’ 

Services providing a 24-hour crisis line, emergency shelter, housing, counseling and legal services; the Women’s 

Opportunity Center providing job readiness assistance; and Children’s services which includes Child Advocacy 

and the Early Childhood Education and Assistance Program.  For more information please visit 

www.ywcaspokane.org. 

 

POSITION SUMMARY: 

The Family Law Paralegal position will be responsible for providing legal support, direction and document review 

for victims of domestic violence.  This position 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 Supervising Attorney 

and Lead Family Law Paralegal as needed. 

ESSENTIAL FUNCTIONS:  

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. 

 Attend weekly Civil Legal staff meetings. 

 Maintain and stay informed as to the Civil Legal calendar. 

 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 CEO, Supervising 

Attorney, and as mandated by grant funding. 

 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. 



 

 Adherence to the Rules of Professional Responsibility for the WSBA. 

 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, Staff Attorney(s) and Lead Family Law 

Paralegal. 

EDUCATION/EXPERIENCE 

 Associates Degree in Paralegal Studies, Certified Paralegal, or Legal Secretary with a preferred 

minimum of 3 years’ experience working as a paralegal OR 5 years’ experience working as a 

paralegal and no Associates Degree. 

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

preferred. 

 Ability to communicate effectively both orally and in writing.  

 Work and interact effectively with colleagues, legal interns, administrators, and others of various 

cultural and socioeconomic backgrounds, contributing to and fostering a climate of multicultural 

understanding and appreciation.   

 Ability to work on a team and foster an atmosphere of collaboration not competition.   

 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.  

 Willingness to learn and passion to succeed. 

 Ability to lift boxes of up to 40 pounds.   

 

COMPENSATION 

Starting Pay: $18 per hour 

Full time position: 40 hours per week 

 

BENEFITS  

The YWCA Spokane offers a competitive benefits package including;  

 Medical, dental and vision insurance  

 Paid time off  

 Paid holidays  

 Employee Assistance Program  

 Employer funded retirement plan  

 

*Benefit eligibility dependent upon employment status.  

 

HOW TO APPLY  

Please apply by submitting your RESUME and a COVER LETTER to ywcajobs@ywcaspokane.org  
 

YWCA of Spokane is an equal opportunity employer, and all qualified applicants will receive consideration for employment 

without regard to race, color, religion, sex, national origin, disability status, protected veteran status or any other 

characteristic protected by law. 
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