
UNIVERSITY OF SOUTHERN CALIFORNIA

Legal Assistance Specialist

Job Code: 125001

OT Eligible:

Comp Approval:

Maintains legal assistance caseload, monitoring community outreach efforts and communications. 
Plans and implements legal services and activities, and provides direct legal guidance and 
assistance as required. Maintains database of relevant internal/external contacts.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

10/9/2020

______ Maintains legal assistance caseload, monitoring community outreach efforts, 
schedules and daily contacts. Provides direct legal guidance and assistance as 
required.

______

______ Develops and plans programs to engage and support community members. 
Organizes and administers educational and informative events and activities 
regarding legal rights and relevant items (e.g., tenant rights, affordable housing).

______

______ Works with local business community members and any relevant external agencies 
to identity and develop effective improvement strategies. Represents the 
department at regular meetings and external events. Researches and identifies 
potential funding sources for program expansion.

______

______ Maintains confidential records and unit databases, performing regular analyses and 
communicating results as required.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

JOB QUALIFICATIONS:

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes

Minimum Education:

J.D.

Minimum Experience:
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SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Supervises:  Level:

May lead volunteers, temporary and/or resource workers.

3 years

Preferred Experience:

5 years

Minimum Field of Expertise:

Demonstrated experience providing legal guidance. Proven leadership ability. Practiced use 
of discretion and decision-making ability. Excellent written and oral communication skills 
and a proven ability to build and maintain deep and meaningful relationships with 
community members and outside agencies.

Preferred Field of Expertise:

Five or more years’ experience providing legal guidance. An understanding and 
appreciation of the cultural vibrancy and historical significance of local communities in Los 
Angeles and Southern California. Proven ability to make important decisions effectively and 
efficiently, employing successful strategies and management ideologies. Fluency in one or 
more languages in addition to English (e.g., Spanish, Korean).


