
 

 

 

 
Position Announcement 

Removal Defense Legal Assistant 
 

JOB TITLE: Removal Defense Legal Assistant 
REPORTS TO: Director of Immigration Legal Services 
EMPLOYMENT TYPE: Full-time/non-exempt/hourly 
LOCATION:  Concord 
WORK SCHEDULE: Monday through Friday 
 
OUR AGENCY 
Rooted in Jewish values and historical experiences, and inspired by the strengths of the diverse 
communities we serve, JFCS East Bay promotes the well-being of individuals and families by 
providing essential mental health and social services through every stage of life. JFCS East Bay is 
an innovative, multicultural human service agency that has served individuals and families 
throughout Alameda and Contra Costa counties since 1877.  
 
The agency’s current programs include resettling refugees, providing mental health services to 
children and families, offering immigration legal services, and supporting seniors and Holocaust 
survivors. Our staff of more than 60 employees is characterized by its dedication, teamwork, 
warmth, and humor. Agency offices are located in downtown Berkeley (five blocks from BART) 
and Concord (five blocks from BART), with a satellite location in uptown Oakland. 
 
JFCS East Bay actively seeks to hire qualified professionals who reflect the cultural and linguistic 
diversity of the East Bay and of our clients. We are committed to creating a community where 
staff and clients from all backgrounds feel safe, welcome, and included. We are looking for 
equity-minded applicants who demonstrate a sensitivity to and understanding of the diverse 
academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic 
backgrounds present in our community. We hope to expand our diversity in the belief that 
clients heal best when staff represent the communities they serve and are guided by values of 
social justice. 
 
PROGRAM DESCRIPTION 
The overall goal of JFCS East Bay’s Immigration Legal Services (ILS) program is to provide 
accessible legal services to low-income and vulnerable immigrant families so that they 
understand their rights and feel safe pursuing available legal options. These services include 
legal consultations, removal defense, affirmative applications filed with the USCIS (including U-
visas, adjustment of status, VAWA petitions, and more), and federal court litigation (such as 



 

 

Administrative Procedure Act lawsuits, petitions for mandamus, Circuit Court appeals). 
Additionally, the ILS department has a full-time psychologist on staff that provides therapy as 
well as forensic evaluations for ILS clients. The Removal Defense Legal Assistant will be 
participating in the Stand Together Contra Costa (STCC) collaborative.  
 
JOB SUMMARY 
The Removal Defense Legal Assistant is based in the Concord office and plays an integral role in 
supporting removal defense attorneys and the director as they ensure that people in removal 
proceedings receive quality representation before the San Francisco Immigration Court. Under 
the supervision of the Director of Immigration Legal Services as well as the immigration 
attorneys on the removal defense team and in the Stand Together Contra Costa Collaborative 
(STCC), the legal assistant will support the attorneys who are providing direct legal 
representation to detained and non-detained clients in removal proceedings before the San 
Francisco Immigration court. This position will be responsible assisting the attorneys in 
preparing and submitting applications, legal briefs, and supporting documentation for cases 
involving asylum, withholding of removal, relief under the Convention Against Torture, U visa, 
VAWA, cancellation of removal for both permanent and non-permanent residents, and 
adjustment of status with applicable waivers, refugee waivers, and Special Immigrant Juvenile 
Status. Additionally, the legal assistant will work with the attorney to secure clients’ release 
from immigration custody, including working with ICE and assisting with habeas petitions in 
federal court. 
 
The legal assistant will be assigned to work with multiple attorneys to prepare cases for 
immigration court, as well as working with the STCC team. This position will receive mentorship 
from two experienced attorneys. Additionally, the legal assistant will attend community events 
to support attorneys providing legal consultations and participate in providing the community 
information about immigrant rights and policies.  
 
DUTIES & ESSENTIAL JOB FUNCTIONS 
Legal assistants on the removal defense team are primarily tasked with supporting the 
attorneys in their litigation preparation including but not limited to: 
 Working with detained and non-detained clients and their family members to prepare 

applications, declarations and evidence to present in Immigration Court. 
 Assisting attorneys by drafting and filing motions on behalf of clients for Immigration 

Court. 
 Researching current country conditions in clients’ home countries and organizing them 

for submission in Immigration Court. 
 Locating and coordinating the use of expert witnesses who will prepare reports and 

testify before the Immigration Judge. 
 Helping attorneys prepare personal and documentary evidence packets to file in 

Immigration Court. 
 Filing evidence both in person and by mail in various Immigration Courts throughout 



 

 

California, but primarily in San Francisco. 
 Preparing people to testify before the Immigration Judge.  

 
Communicating with clients and maintaining files including but not limited to: 
 Managing and maintaining hardcopy and electronic client case files. 
 Ensuring that all documents filed with Immigration Court are organized in the paper file 

and saved in the client’s electronic file on the drive and in Dropbox. 
 Communicating with clients and their families regarding upcoming hearings, biometric 

appointments, and office meetings. 
 Serving as a liaison between the removal defense attorney and the clients and families.  
 Working with clients to understand and identify potential eligibility for relief and help 

identify the strengths and weaknesses in a client’s case. 
 
Maintaining legal competence and increasing understanding of the legal requirements that 
impact clients’ applications for relief and eligibility, including but not limited to: 
 Acquiring a nuanced understanding of the eligibility requirements for all forms of relief 

available in defensive removal proceedings. 
 Attending online and in person trainings to maintain current knowledge of immigration 

law and policies. 
 Collaborating with the other members of the removal defense team to increase 

efficiency. 
 Participate in workshops and outreach events and presentations to help educate the 

public regarding their rights and facilitate their access to legal services.  
 
PREFERRED SKILLS AND EXPERIENCE  
 Computer Literacy: Use technology effectively including existing programs: Microsoft 

Word and Excel, Google Drive, Gmail, and Calendar, and Dropbox. Ability to learn to use 
case management software (currently Lawlab) and integrate new technology. 

 Problem Solving: A proven ability to identify needs, propose solutions and lead the 
adoption of new processes. Ability to exercise a high level of independent judgement.  

 Communication: Able to communicate verbally and in writing, with clarity and good 
effect. Excellent communication skills include the ability to exercise judgment about 
what information is important and what is not, and what should be communicated, 
how, to whom, and when. 

 Work Quality: Strong attention to detail. Able to follow instructions effectively. 
 Organizational Skills: Able to effectively manage client files and case timelines. 

Experience managing multiple tasks simultaneously and prioritizing to meet deadlines. 
 Integrity: Able to maintain strict confidentiality related to client, staff, and other agency 

information. Personal qualities of integrity, credibility, and commitment to JFCS East 
Bay’s mission. 

 Client Services: Able to lead client communications, providing services that reflect JFCS 
East Bay’s organizational values of compassion, excellence, inclusion, and community.  



 

 

REQUIRED QUALIFICATIONS 
 Bachelor’s degree or higher. 
 Spanish fluency. 
 At least 2 years’ experience doing work at a law firm or legal services organization or 

other professional setting. 
 Driver’s license and the ability to travel to our Concord office, the San Francisco and 

Sacramento Immigration Courts, the Yuba County Jail in Marysville, California and other 
Bay Area locations. 

 Commitment to agency mission of promoting and strengthening the social and 
emotional well-being of diverse individuals and families throughout the East Bay. 

 Patience, compassion, flexibility. 
 Excellent interpersonal skills with people of all ages. 
 Ability to work effectively and respectfully with a diverse spectrum of individuals and 

institutions. 
 High degree of cultural competence and sensitivity. 
 Clean DMV record, current California driver’s license, and car required. 
 Able and willing to drive clients on occasion and make home visits. 

 
PHYSICAL REQUIREMENTS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of the job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 Ability to sit and work at a computer for extended periods of time. 
 Ability to lift and carry 20 pounds. 
 Walking, standing, twisting, and bending for brief periods of time. 
 Occasional reaching and/or grasping using hands and/or arms. 
 Regular use of hands requiring dexterity in using the telephone, computer keyboard, 

mouse, or calculator. 
 Regularly required to talk and hear in person or by telephone. 
 Visual ability to read documents and computer monitor. 
 May be required to ascend/descend stairs. 

 
COMPENSATION AND BENEFITS 
Compensation is $50,000 per year. Benefits include medical, dental, 401(k), generous holiday 
and Earned Time Off (combined vacation/sick), great colleagues, and a friendly work 
environment. 
 
TO APPLY 
Applicants should provide a cover letter, resume, three references, and brief writing sample (4 
to 8 pages). Please submit all materials to currentjobs@jfcs-eastbay.org in one PDF document 
titled in the following format: “Last Name_First Name_Job Title” with IL49 in the subject line of 

mailto:currentjobs@jfcs-eastbay.org


 

 

your email. Applications should describe fluency in Spanish including, reading, writing, and 
speaking.  
 
Applications will be reviewed on a rolling basis with applications closing on May 28, 2021.  
 
JFCS East Bay is an Equal Opportunity employer that highly values diversity and does not 
discriminate on the basis of age (40 or older), ancestry, color, religious creed (including religious 
dress and grooming practices), denial of family and medical care leave, disability (mental and 
physical, including HIV and AIDS), marital status, medical condition (cancer and genetic 
characteristics), genetic information, military and veteran status, national origin (including 
language use restrictions), race, sex (including pregnancy, child birth, breastfeeding, and 
medical conditions related to pregnancy, child birth or breastfeeding), gender, gender identity 
and gender expression, sexual orientation, or any other protected status in accordance with all 
applicable federal, state, and local laws. 
 
 


	Position Announcement
	Removal Defense Legal Assistant
	JOB TITLE: Removal Defense Legal Assistant
	REPORTS TO: Director of Immigration Legal Services
	EMPLOYMENT TYPE: Full-time/non-exempt/hourly
	LOCATION:  Concord
	WORK SCHEDULE: Monday through Friday
	OUR AGENCY
	Rooted in Jewish values and historical experiences, and inspired by the strengths of the diverse communities we serve, JFCS East Bay promotes the well-being of individuals and families by providing essential mental health and social services through e...
	The agency’s current programs include resettling refugees, providing mental health services to children and families, offering immigration legal services, and supporting seniors and Holocaust survivors. Our staff of more than 60 employees is character...
	JFCS East Bay actively seeks to hire qualified professionals who reflect the cultural and linguistic diversity of the East Bay and of our clients. We are committed to creating a community where staff and clients from all backgrounds feel safe, welcome...
	PROGRAM DESCRIPTION
	The overall goal of JFCS East Bay’s Immigration Legal Services (ILS) program is to provide accessible legal services to low-income and vulnerable immigrant families so that they understand their rights and feel safe pursuing available legal options. T...
	JOB SUMMARY
	The Removal Defense Legal Assistant is based in the Concord office and plays an integral role in supporting removal defense attorneys and the director as they ensure that people in removal proceedings receive quality representation before the San Fran...
	The legal assistant will be assigned to work with multiple attorneys to prepare cases for immigration court, as well as working with the STCC team. This position will receive mentorship from two experienced attorneys. Additionally, the legal assistant...
	DUTIES & ESSENTIAL JOB FUNCTIONS
	Legal assistants on the removal defense team are primarily tasked with supporting the attorneys in their litigation preparation including but not limited to:
	 Working with detained and non-detained clients and their family members to prepare applications, declarations and evidence to present in Immigration Court.
	 Assisting attorneys by drafting and filing motions on behalf of clients for Immigration Court.
	 Researching current country conditions in clients’ home countries and organizing them for submission in Immigration Court.
	 Locating and coordinating the use of expert witnesses who will prepare reports and testify before the Immigration Judge.
	 Helping attorneys prepare personal and documentary evidence packets to file in Immigration Court.
	 Filing evidence both in person and by mail in various Immigration Courts throughout California, but primarily in San Francisco.
	 Preparing people to testify before the Immigration Judge.
	Communicating with clients and maintaining files including but not limited to:
	 Managing and maintaining hardcopy and electronic client case files.
	 Ensuring that all documents filed with Immigration Court are organized in the paper file and saved in the client’s electronic file on the drive and in Dropbox.
	 Communicating with clients and their families regarding upcoming hearings, biometric appointments, and office meetings.
	 Serving as a liaison between the removal defense attorney and the clients and families.
	 Working with clients to understand and identify potential eligibility for relief and help identify the strengths and weaknesses in a client’s case.
	Maintaining legal competence and increasing understanding of the legal requirements that impact clients’ applications for relief and eligibility, including but not limited to:
	 Acquiring a nuanced understanding of the eligibility requirements for all forms of relief available in defensive removal proceedings.
	 Attending online and in person trainings to maintain current knowledge of immigration law and policies.
	 Collaborating with the other members of the removal defense team to increase efficiency.
	 Participate in workshops and outreach events and presentations to help educate the public regarding their rights and facilitate their access to legal services.
	PREFERRED SKILLS AND EXPERIENCE
	 Computer Literacy: Use technology effectively including existing programs: Microsoft Word and Excel, Google Drive, Gmail, and Calendar, and Dropbox. Ability to learn to use case management software (currently Lawlab) and integrate new technology.

	 Problem Solving: A proven ability to identify needs, propose solutions and lead the adoption of new processes. Ability to exercise a high level of independent judgement.
	 Communication: Able to communicate verbally and in writing, with clarity and good effect. Excellent communication skills include the ability to exercise judgment about what information is important and what is not, and what should be communicated, h...
	 Work Quality: Strong attention to detail. Able to follow instructions effectively.
	 Organizational Skills: Able to effectively manage client files and case timelines. Experience managing multiple tasks simultaneously and prioritizing to meet deadlines.
	 Integrity: Able to maintain strict confidentiality related to client, staff, and other agency information. Personal qualities of integrity, credibility, and commitment to JFCS East Bay’s mission.
	 Client Services: Able to lead client communications, providing services that reflect JFCS East Bay’s organizational values of compassion, excellence, inclusion, and community.
	REQUIRED QUALIFICATIONS

	 Bachelor’s degree or higher.
	 Spanish fluency.
	 At least 2 years’ experience doing work at a law firm or legal services organization or other professional setting.
	 Driver’s license and the ability to travel to our Concord office, the San Francisco and Sacramento Immigration Courts, the Yuba County Jail in Marysville, California and other Bay Area locations.
	 Commitment to agency mission of promoting and strengthening the social and emotional well-being of diverse individuals and families throughout the East Bay.
	 Patience, compassion, flexibility.
	 Excellent interpersonal skills with people of all ages.
	 Ability to work effectively and respectfully with a diverse spectrum of individuals and institutions.
	 High degree of cultural competence and sensitivity.
	 Clean DMV record, current California driver’s license, and car required.
	 Able and willing to drive clients on occasion and make home visits.
	PHYSICAL REQUIREMENTS
	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the es...
	 Ability to sit and work at a computer for extended periods of time.
	 Ability to lift and carry 20 pounds.
	 Walking, standing, twisting, and bending for brief periods of time.
	 Occasional reaching and/or grasping using hands and/or arms.
	 Regular use of hands requiring dexterity in using the telephone, computer keyboard, mouse, or calculator.
	 Regularly required to talk and hear in person or by telephone.
	 Visual ability to read documents and computer monitor.
	 May be required to ascend/descend stairs.
	COMPENSATION AND BENEFITS
	Compensation is $50,000 per year. Benefits include medical, dental, 401(k), generous holiday and Earned Time Off (combined vacation/sick), great colleagues, and a friendly work environment.
	JFCS East Bay is an Equal Opportunity employer that highly values diversity and does not discriminate on the basis of age (40 or older), ancestry, color, religious creed (including religious dress and grooming practices), denial of family and medical ...

