Job description

JOB TITLE: Paralegal
EMPLOYER: DanaherLagnese, P.C.
EFFECTIVE DATE: 05/30/23

DanaherLagnese, P.C., a mid-sized litigation defense law firm, has an excellent
opportunity for a Litigation Paralegal to assist in the investigation and preparation
of medical malpractice defense files. The successful candidate will work
collaboratively with assigned attorneys during all phases of the litigation process
including legal research, discovery, and trial preparation.

DUTIES AND RESPONSIBILITIES:

« Preparing motions, pleadings, and responses to discovery requests.

o Summarizing depositions and discovery responses.

« Collecting and reviewing medical records; preparing detailed medical
summaries and chronologies.

« Investigates information to respond to litigation discovery requests or other
inquiries.

e Performs legal research and analysis, both manually and on computers;
compiles, analyzes, and summarizes data.

« Manages cases and files; organizes and maintains electronic files.

o Performs factual and technical investigation and analysis of case issues.

o Assists in all phases of case preparation including discovery and trial.

« Assists with special projects as assigned.

o Demonstrates a high level of professionalism in working with confidential
and sensitive matters.

QUALIFICATIONS:

e Minimum three years of litigation experience.

o Bachelor’s degree in related field or Paralegal Certificate with an Associates
degree preferred.

o Strong research skills and acute attention to detail.

o Excellent verbal and written communication skills.

« Commitment to excellence and high standards.



« Strong organizational, problem-solving, and analytical skills; able to manage
priorities and workflow.

« Ability to understand and follow written and verbal instructions.

« Exhibits good judgement with the ability to make timely and sound
decisions.

« Flexibility and willingness to work with changing priorities.

» Ability to effectively communicate with people at all levels and from various
backgrounds.

COMPETENCIES:

o Written Communication--Writes clearly and informatively; Edits work for
spelling and grammar; Varies writing style to meet needs; Presents
numerical data effectively; Able to read and interpret written information.

o Teamwork--Balances team and individual responsibilities; Exhibits
objectivity and openness to others' views; Gives and welcomes feedback;
Contributes to building a positive team spirit; Supports everyone's efforts to
succeed.

o Judgment-- Exhibits sound and accurate judgment; Supports and explains
reasoning for decisions; Includes appropriate people in decision-making
process; Makes timely decisions.

« Adaptability--Adapts to changes in the work environment; Manages
competing demands; Modifies approach or method to best fit the situation;
Able to work with frequent change, delays, or unexpected events.

Equal opportunity employer committed to increasing diversity in the legal
profession and fostering a culturally diverse environment. Individuals from all
backgrounds are valued and integrated into every part of the firm. The firm
encourages applications from a diverse pool of candidates and actively supports
and complies with all applicable federal, state and local laws prohibiting all forms
of discrimination in employment.

Job Type: Full-time
Salary: $23.00 - $36.00 per hour
Benefits:

e 401(k)
e« Dental insurance



e Health insurance

« Health savings account
o Lifeinsurance

o Paid time off

Schedule:

o 8-hour shift
e Monday to Friday

COVID-19 considerations:

Firm follows applicable CDC COVID-19 guidelines. Personal protective equipment
available. Sanitizing, disinfecting, or cleaning procedures in place.

Application Question(s):

o What legal software do you have experience using?
Education:

« Bachelor's (Preferred)
Experience:

« Research Skills: 3 years (Required)

« Litigation: 3 years (Required)

« Microsoft Office: 2 years (Required)
License/Certification:

« Paralegal Certificate (Preferred)

Work Location: Hybrid remote in Hartford, CT 06106



