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Position Summary

The Staff Attorney will provide direct legal services in immigration law matters.  The Staff Attorney will work as a member of NSC’s Legal Services Department and represent clients in immigration court hearings, appeals before the BIA and federal court, and filings with the U.S. Citizenship and Immigration Services (USCIS) and U.S. Department of State. The Staff Attorney will conduct client consultations and determine appropriate legal strategies.  The Staff Attorney will perform outreach to educate the community on immigration issues and NSC’s services.  

The Staff Attorney has internal contacts with the entire administrative and programmatic staff and external contact with clients, court officials, government workers and the general community. The Staff Attorney has access to confidential NSC information and is expected to handle such information with integrity and professionalism. The Staff Attorney has regular contact with members of the community and is expected to represent NSC in a professional manner.  

The Staff Attorney reports directly to the Director of Legal Services and participates in departmental activities as necessary.
Essential Functions

· Represent clients in removal proceedings before EOIR Immigration Courts, Board of Immigration Appeals, and federal court.
· Prepare cases for court litigation, includes meeting and corresponding with clients and witnesses, and preparing written motions and briefs.

· Perform legal research and use independent judgment and decision-making to determine appropriate strategy for removal cases and affirmative applications to administrative agencies.
· Represent clients at interviews before USCIS, Customs and Border Protection (CBP), Immigration and Customs Enforcement (ICE), meet with clients to prepare applications and responses, and respond to requests for evidence.
· Prepare administrative filings, including affirmative filings with USCIS, CBP, ICE and U.S. Dept. of State.
· Supervise and direct the work of legal assistants. 
· Attend and participate in weekly legal services department staff meetings and case review meetings.

· Meet with potential clients for consultation appointments, determine appropriate course of action, and prepare initial case files.

· Perform general office administration duties.

· Perform community outreach activities as directed.

· Maintain case files in complete, professional manner in accordance with NSC procedures and legal requirements.
· Adhere to all applicable legal and ethical standards.

· Maintain regular communication with clients in accordance with applicable ethical standards and best practices.


Non-Essential Functions
1. Attend relevant workshops or join professional groups as necessary to maintain professional knowledge and licensure. 

2. Adhere to NSC’s confidentiality guidelines and ensure the appropriate handling of sensitive information.

3. Facilitate and attend relevant staff meetings to promote communication and execution of goals.

4. Complete special projects specific to the function of the department or as needed as directed by the Director of Legal Services.

5. Other duties as assigned within the scope of position expectations.

Knowledge, Skills, and Abilities 
A. Understanding of NSC Legal Services Department goals and objectives and ability to work and contribute as part of a larger team.

B. Knowledge of immigration law and procedures, legal ethics, and interrelationship of immigration law and other areas of law such as criminal and family.
C. Ability to perform legal research and understand the law and relevant procedures in order to develop a strategy and/or argument that is persuasive.

D. Ability to present an argument and advocate for and influence others in court.

E. Ability to manage multiple tasks by carefully setting priorities, meeting deadlines, and scheduling time efficiently.

F. Basic understanding of computer operations and ability to use a variety of common software programs including Microsoft Office.

G. Ability to effectively communicate in person, by phone, or in writing with individuals of multi-cultural backgrounds.

H. Ability to organize tasks in an efficient manner and follow-up and follow-through with strong attention to detail in a fast-paced environment. 

I. Ability to work with other people through a cooperative effort.

J. Strong interpersonal skills as demonstrated by compassionate, courteous, cordial, cooperative, and professional interaction with diverse groups of clients, co-workers, partner agencies, social services agencies, and the general community.

K. Adhere to all NSC policies and procedures.

L. Attend all NSC in-services as required.

Experience, Education, and Licensure

Minimum Experience:  Experience representing clients in immigration law matters.  Foreign language fluency in Spanish or French preferred.

Minimum Education: J.D. degree from an accredited U.S. law school.

Licensure:  Admission to the bar in any state. 
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. While performing the duties of this job, the employee will frequently stand; walk; sit; use hands to finger, handle, or feel objects, tools or equipment; reach with hands and arms; balance; talk or hear. The employee will occasionally climb stairs; stoop; kneel; crouch or crawl; taste or smell.

2. The employee must occasionally lift and/or move up to 25 pounds.

3. Operate general office equipment with frequent work at a computer workstation. 

4. Specific vision abilities required by the job include frequent reading and close vision; distance vision; color vision; peripheral vision; depth perception; and the ability to adjust focus.       

Work Environment

The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. The noise level in the work environment is moderate.
2. Although work is primarily indoors, you are required to travel outside to court hearings and community and social service locations.
3. Position may require occasional trips to attend conferences seminars, and meetings.
4. Work outside of traditional work hours may be necessary based on operational and agency needs.   
Nothing in this position description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.

How to Apply 

Please email detailed letter of interest and résumé to:

Pamela Jones-Burnley

Nationalities Service Center

1216 Arch Street, 4th Floor

Philadelphia, PA 19107

pjones-burnley@nscphila.org
Please no phone calls. Applications will be accepted until September 15, 2011 .  NSC does not discriminate in employment because of age, sex, race, religion, national origin, and sexual orientation or for any reason not relevant to the qualifications of the position.
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