THE MANELY FIRM, P.C. | CAREERS

Junior Paralegal

Core Role Description

Employment Type Full-time | Non-Exempt
Location Georgia office location determined by business need
Work Arrangement Onsite | In-person role
Reports To Paralegal, Attorney, or designated firm leader
The Opportunity

Begin a meaningful legal career by helping families feel informed, supported, and prepared.

The Junior Paralegal is an onsite, entry-level legal support role designed for a highly organized,
service-minded professional who wants to build a long-term career in the legal field. Working closely with
attorneys, paralegals, and operations staff, this team member keeps client files, documents, schedules, and
follow-up tasks moving with care and precision. The role provides structured training, real-world exposure to
family law practice, and a strong foundation for professional growth at a mission-driven firm.

About The Manely Firm

The Manely Firm, P.C. is an advocacy-driven family law practice serving families across Georgia and around
the world. Our work includes family law, international family law, divorce, child custody, division of marital
assets and debts, and estate planning and probate. We lead with Care, deliver Excellence, execute
Strategically, celebrate Diversity, and embrace Growth. Every team member contributes to a client experience
that is intelligent, compassionate, precise, and focused on safeguarding the future of each family we serve.

What You Will Do

Provide daily onsite administrative and case support to attorneys and paralegals.
Organize, scan, upload, label, and maintain electronic and physical case files with accuracy and
confidentiality.

® Prepare routine correspondence, document packets, forms, exhibits, and attorney review materials under
supervision.

® Assist with gathering, tracking, and following up on client documents, records, financial information, and
other case materials.

e Maintain calendars, schedule appointments and meetings, confirm logistics, and support court and filing
deadlines.

e Communicate courteously and professionally with clients, court personnel, vendors, and internal team
members.

e Assist with filings, service coordination, mail processing, records requests, and document delivery as
directed.

e Conduct basic factual research and administrative follow-up while escalating legal or client-advice
questions to the appropriate attorney or paralegal.

e Support reception and office operations as needed to ensure clients receive a welcoming, organized
experience.

e Learn and apply firm procedures, case-management standards, and confidentiality practices.

What You Bring



e High school diploma or equivalent required; associate degree, bachelor's degree, paralegal certificate, or
current legal studies coursework is a plus.

Zero to two years of administrative, legal support, customer service, or professional office experience.
Strong attention to detail, organization, follow-through, and ability to learn new systems and processes
quickly.

Professional written and verbal communication skills and a client-first service mindset.

Comfort using Microsoft Office, electronic calendars, document scanning tools, and cloud-based systems.
Demonstrated reliability, discretion, and ability to handle confidential information with care.

Ability to work fully onsite and collaborate actively with the office team.

Preferred Qualifications

e Experience in a law firm, courthouse, professional services office, client service center, or other
high-accountability environment.
Interest in family law, legal services, public service, or a future paralegal or law school pathway.
Bilingual or multilingual communication skills.

What Success Looks Like

Client and case information is entered, filed, and tracked accurately and on time.

Attorneys and paralegals can rely on the Junior Paralegal for organized follow-up and well-prepared
support materials.

Clients feel welcomed, respected, and clearly directed to the appropriate member of the team.

The Junior Paralegal steadily builds confidence, technical skill, and sound judgment through feedback and
training.

Work Environment and Expectations

This is a fully onsite position. Regular in-person collaboration is essential to the training experience, case
workflow, and client service standards of the role. The Junior Paralegal is expected to work during normal
business hours and may occasionally support time-sensitive filings, client needs, or office priorities as
directed.

How We Work

Our Values What This Means in Practice

Care We treat clients and colleagues with empathy, respect,
responsiveness, and professionalism.

Excellence We take ownership, pursue high standards, and follow
through on the details that matter.

Strategy We think critically, communicate clearly, and make
informed decisions in complex situations.

Diversity We value varied backgrounds, perspectives, and
experiences because they strengthen our work.

Growth We welcome feedback, seek learning opportunities, and
build meaningful careers over time.

Benefits and Career Development

Eligible employees may receive health, vision, dental, short-term disability, life insurance, 401(k), paid
holidays, vacation time, flexible work hours, hybrid work flexibility where applicable, company retreats, and
paid professional memberships. We are committed to meaningful mentorship, continuous learning, and
opportunities to grow.

How to Apply



To apply, email your resume and a compelling cover letter to jobs@allfamilylaw.com.

Important: This position supports attorneys and paralegals and does not provide legal advice or independently practice
law.

Equal Employment Opportunity
The Manely Firm, P.C. is proud to be an Equal Employment Opportunity employer.

We make employment decisions based on qualifications, merit, and business need. Applicants who need assistance or an
accommodation during the recruitment process may contact jobs@allfamilylaw.com.



