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POSITION: Legal Secretary (Tucson Office) 
 
REPORTS TO: CEO and the Office Manager 

 
DATE: Open until filled 

 
POSITION PURPOSE AND OBJECTIVES:  The purpose of the legal secretary job is 
to provide secretarial support for ACDL staff attorneys and their litigation work. The 
position also provides support to the Short Term Assistance Team (STAT). The Center 
expects the work of the legal secretary to be accomplished in a timely and accurate 
manner and according to the instructions of the attorneys and/or advocates.  
Additionally, this person may assist other staff in the office. Bi-lingual Spanish with 
written and oral proficiency is preferred.  

 
Physical/Mental Requirements 

 
1. Uses Office computer approximately 4-6 hours per day. 
2. Uses telephone approximately 2-4 hours per day. 
3. Spends approximately 30 minutes per day in meetings. 
4. Sits approximately 4-6 hours per day. 
5. Occasionally lifts 5-10 pounds. 
6. Requires working under a moderate degree of stress (time 

constraints, deadlines, multi-tasking projects). 
 
Essential Functions 

 
1. Provide administrative and secretarial support, sometimes complex and high 

level, to staff as assigned. 
2. Assemble and summarize information from files for use by attorneys and the STAT. 
3. Adapt computerized information to meet litigation needs during discovery. 
4. Maintain calendars for assigned attorneys to ensure no scheduling conflicts and 

to inform attorneys of court-imposed deadlines. 
5. Proficient in Word, Excel, Adobe, Internet research, and use of outlook e-mail. 

Should have some knowledge of how to troubleshoot computer or technology 
problems. 
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6. Proficient in electronic filings in both State court and the United States District 
Court of Arizona. 

7. Compose letters utilizing instructions and/or guidelines. Update resources in ACDL 
drives, create template letters and materials. 

8. Proofread and correct prepared material for correct style, format, grammar, 
spelling, punctuation, and completeness. 

9. Prioritize work and meet assigned deadlines while appropriately resolving those 
that conflict. 

10. Follow and implement the organization’s client services policies and procedures. 
11. Assist with organizing, coordinating and producing reports and work products of 

others, including summarizing data from multiple persons, locations and 
resources. 

12. Handle confidential matters discreetly; be flexible with changing situations; and 
establish and maintain effective working relationships with employees in 
various offices and programs, clients, and people outside the agency. 

13. Produce quality, error-free written materials, both printed and electronic. 
14. Effectively and regularly, communicate with employees, clients, and the public at 

the individual, team and organizational levels. 
15. Maintain thorough and complete records including minute taking and database 

entry. 
16. Develop and maintain collaborative, cooperative relationships with internal and 

external stakeholders, including clients, the community, the board of directors and 
employees at all levels of the organization. 

17. Apply the principles of the organization’s vision and values in all work-
related business and interactions. 

18. Perform other duties as requested or required. 
 
QUALIFICATIONS 

 
1. High School diploma or General Education Diploma (GED), supplemented 

by specialized legal secretarial training. 
2. Five years of progressively responsible administrative or legal 

secretarial experience, in a legal/law office environment. 
3. Keyboard proficiency: 55 net words per minute. 
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4. Demonstrated experience performing detailed legal secretarial work, 

with the ability to understand and carry out oral and written instructions, 
to work well under pressure, and to effectively reprioritize and handle 
multiple tasks and fluctuating deadlines, with minimal supervision. 
 

Compensation 
 
ACDL offers a competitive salary and benefits package based on experience and is 
competitive with other public interest law firms. Employment benefits include generous 
leave, health, dental, life insurance, and a 401(k) retirement plan. ACDL observes all 
federal holidays. 
 
Disclaimer 
 
The purpose of this position description is to serve as a general summary and overview 
of the major duties and responsibilities of the job.  It is not intended to represent the 
entirety of the job nor is it intended to be all-inclusive.  Management reserves the right to 
modify or rescind this position description at any time, with or without prior notice. ACDL 
values diversity and strongly encourages and welcomes people of color, people with 
disabilities, members of the LGBTQ community and people with diverse life experiences 
and backgrounds to apply. EOE. 
 
 
Applicants must send a resume and cover letter to J.J. Rico, CEO, at 
jrico@azdisabilitylaw.org or ACDL, 177 North Church Avenue, Suite 800, Tucson, 
Arizona  85701.    
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