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Action. Access. Progress.

JOB ANNOUNCEMENT
PROGRAM COORDINATOR

The Public Interest Law Center (“PILC”) is a nationally renowned public interest law
firm whose mission is to use high-impact legal strategies to advance the civil, social, and
economic rights of communities in the Philadelphia region facing discrimination,
inequality, and poverty. We combine targeted litigation, legal advice, community
education, advocacy, and organizing to secure people’s access to fundamental resources
and services, including a high-quality education, health care, housing and community
services, employment, a healthy neighborhood and the unencumbered right to vote. We
accomplish our mission in partnership with a robust network of pro bono partners,
community partners, volunteers and other essential stakeholders. PILC strongly values
equity, inclusion, achieving racial and social justice, and empowering client communities
through our high impact work.

We are hiring for a Program Coordinator. This exciting position has both traditional and
non-traditional paralegal functions as well as organizational functions, all of which serve
as a critical support to the Law Center’s day to day operations and overall mission.
Generally, the Program Coordinator provides administrative support for the office staff,
everyone from attorneys to the development team to the Executive Director. The Program
Coordinator reports to the Director of Administration and works closely with all Law
Center staff to undertake legal, administrative, and operational and compliance duties and
responsibilities. Depending on the needs of the program at any given time, this position
will focus on responsibilities in one area more than another. The ideal candidate for this
position is someone who is nimble, an independent starter and creative thinker, someone
who can juggle different tasks at once with special attention to detail and deadlines,
comfortable with technology and exploring new ways to leverage data, and someone with
excellent time management skills is a must. Intermediate to advanced knowledge of
Excel and the ability to manipulate data using various programs are highly
preferred skills.

The job responsibilities will include the following:

LEGAL

» Conduct factual research in connection with cases.

* Prepare drafts and final legal documents from typewritten drafts (including preparing
table of authorities and table of contents); file (including electronic filing) and serve
legal documents.

* Organize and analyze discovery, including indexing and bates stamping documents;
maintaining discovery binders of written discovery and responses; organizing and



maintaining deposition transcripts and exhibits; indexing documents and summarizing
transcripts.

* Provide administrative support for hearings, argument, or trial.

* Organize correspondence, pleadings, discovery, and other documents (in hard copy
and/or electronically) as directed by attorneys. Close cases and dispose of documents
as instructed by supervising attorney.

» Track City Council on a weekly basis and send legislative updates to the relevant
attorneys.

GENERAL PROGRAM SUPPORT

* Administer internship program, including implementing evaluation system and
coordinating workflow.

* Coordinate hiring application process including posting positions, receiving and
reviewing applications, scheduling interviews and corresponding with applicants.

* Respond to intake and make referrals when appropriate; record information in
database.

» Factual research of topics ranging from government policies to prospective funding
sources; analyze and report on data; draft content for communications work.

» Participate in monthly program evaluation meetings and provide analytical support.

DEVELOPMENT

. Draft project budgets as needed; prepare monthly reports tracking grant activity.

. Engage in grant writing as needed under the direction and supervision of the
Development Director and Executive Director.

. Support grant tracking work

COMMUNITY ORGANIZING

. Assist with canvassing, phone-banking, and other tenant organizing tasks as
needed through Renters United Philadelphia.

. Organize quarterly Vacant Land 215 events, including scheduling speakers and
managing logistics.

. Coordinate Garden Justice Legal Initiative by updating and sending out referral

list on a monthly basis; pairing interested pro bono attorneys with clients; and
handling and tracking all garden-related intake.

. Attend and record minutes for biweekly Take Action Philly meetings.

ADMINISTRATIVE

. Prepare drafts and final correspondence as directed

. Read mail, email and monitor voicemail for program staff in timely fashion.

. Maintain office-wide filing system and for individual attorneys when needed.

. Assist Director of Administration with tracking case costs of faxing, copying,
printing, and postage.

. Manage Outlook contacts and maintain calendar, including scheduling for
meetings, events, use of conference room.

. Provide logistical and administrative support in Board matters.



. Prepare and maintain a supply of various office forms, including check request or
travel reimbursement forms.

. Assume responsibilities of Director of Administration as directed in his/her
absence.

The position is located in Philadelphia, Pennsylvania. The Law Center offers a
competitive compensation and benefits package, which includes generous PTO and paid
parental leave. The salary will be comparable to peer program compensation of similar
positions and will be commensurate with years of experience.

Commitment to Diversity. Equity and Inclusion

The Public Interest Law Center is an equal opportunity employer. We are committed to
ensuring our workforce embraces and embodies the values of equity, inclusion,
belonging, cultural humility and mutual respect. We are eager to receive applications
from people of all diverse backgrounds including, but not limited to, people of color,
people with disabilities, people who have experienced poverty or homelessness, and
members of the LGBTQ+ community. The Law Center invites all applicants to
include in their letter of interest a statement about how your unique background
and/or experiences might contribute to the diversity, cultural vitality, and
perspective of our organization and legal practice.

The Law Center is committed to protecting the safety of children with which it comes in
contact.

How to Apply
Please submit via email a resume, a letter of interest that describes your relevant

experience and why you would be a good fit for this position at the Law Center, a short
writing sample of ten pages or less, and contact information for at least three
professional references to:

William Burstein
whburstein@pubintlaw.org

Writing samples can include email or other correspondence that showcases your writing
ability, a report or paper you authored or community education materials you prepared.

Applications will be accepted on a rolling basis until the position is filled. Priority will be
given to applicants who apply by May 15, 2021.

For more information: https://www.pubintlaw.org/work-with-us/
Follow us on Facebook: www.facebook.com/publicinterestlawcenter
Follow us on Twitter: @pubintlawctr
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