VACANCY ANNOUNCEMENT

SUPERVISING ATTORNEY

The D.C. Bar Pro Bono Program has an opening for a Supervising Attorney. The Supervising Attorney plans and oversees legal clinics and other projects of the Pro Bono Program to deliver pro bono legal information, advice and representation to low-income individuals in the District of Columbia facing family, probate, and other legal needs. The Supervising Attorney reports to the Assistant Director of the D.C. Bar Pro Bono Program.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Plans and oversees the D.C. Bar Pro Bono Program’s delivery of pro bono and pro se family law services, and other poverty law areas identified as priorities from time to time.

a. Formulates scope of legal problems to be covered in each clinic.

b. Plans and directs all volunteer training, including preparation of training materials and recruitment of trainers.

c. Oversees intake, screening and selection of cases for each clinic, as applicable.

d. Oversees preparation and organization of clinics and provides on-site supervision of clinics.

e. Recruits mentors and serves as a resource for volunteer attorneys.

f. Oversees monitoring of clinic caseloads and development of periodic progress reports.

g. Periodically evaluates effectiveness and continued relevance of each clinic.

2. Plans and oversees the D.C. Bar Pro Bono Program’s delivery of pro bono and pro se probate law services.

3. Serves as part of the team administering the Law Firm Clinic and Advice & Referral Clinic, providing substantive support, participating in case screening, and offering technical assistance, for selected case types within areas of expertise; provides other support to the Clinic as needed.

4. Plans and oversees and serves as a resource on pro se assistance programs and techniques, including uses of technology, and issues related to delivery of legal services.

5. Staffs and provides legal support to committees to identify emerging issues in family, probate, and other areas of law, and develops new programs to address those needs; supports other committees as needed.

6. Serves as convener and resource for pro bono and public interest advocates (see 12).

7. As part of a team, assists in recruiting volunteer attorneys and law firms to participate in clinics and to provide pro bono legal services through the D.C. Bar Pro Bono Program and other legal service providers.

8. Participates in team efforts to identify unmet needs for pro bono legal services, and designs and implements appropriate pro bono projects.

9. Co-counsels selected pro bono matters with express approval of Director.

10. Provides substantive guidance and training in poverty law areas, including family law, to volunteer attorneys, law students, paralegals, and staff assisting with pro bono projects.

11. Provides similar substantive and programmatic support for clinics and special projects on other subject areas, as emerging needs of D.C. Bar Pro Bono Program require.

12. Assists in representing the D.C. Bar Pro Bono Program with the court, other legal service providers and community-based organizations.

13. Assists in the drafting and development of proposals, budgets and other fundraising materials.

14. Drafts reports, articles, memoranda, publications, and resource materials.

15. Supervises the work of volunteers, paralegals, law students and interns as assigned by the Assistant Director.

OTHER DUTIES AND RESPONSIBILITIES

1
Performs other duties as assigned.

MINIMUM QUALIFICATIONS

1.
A J.D. degree from an accredited law school.   Requires at least five years of professional work experience in positions of increasing responsibility

2. An active member of the D.C. Bar or eligible to become an active D.C. Bar member.  A successful candidate who is not an active member of the D.C. Bar must apply for admission within 6 months of employment. 

3. A minimum of three years of active practice in the D.C. courts, including experience handling a variety of poverty law matters, including family law (divorce, custody and child support.). Experience with a legal service organization that provides legal services to indigent individuals preferred.

4. One year of direct supervisory experience is a plus.  

5.  Experience working with volunteers preferred.

6. One year of experience developing and administering programs.

7. Excellent interpersonal and communication skills; ability to work well with staff, clients, and volunteers.

8. Excellent writing skills.

9. Familiarity with word processing and databases essential.

SALARY INFORMATION

Salary in the low to mid 60’s, depending on experience. 

This is not an attempt to list all essential functions of this position. It is recognized that job duties may change over time.

Interested individuals should submit a cover letter and resume to:






Dir. of HR






DC Bar/Sup. Atty - Family






1250 H Street, N.W., 6th Floor






Washington, DC 20005-3908

Fax: 202-824-1863

e-mail: hr@dcbar.org

The D.C. Bar Pro Bono Program is an Equal Opportunity Employer. 
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