
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: File Clerk/Legal Assistant
	Name of Organization: Bradley Johnson Attorneys
	Website: www.bjattorneys.com
	Job Location Address: 1325 Fourth Avenue, Suite 535 Seattle, WA 98101
	Contact  Supervisor: Mckenzie Unwin
	Phone Number: (206) 223-1601
	Email: mckenzie@bjattorneys.com
	Hourly Pay Rate indicate a range: $12.00 - $18.00
	Nature of Business or OrganizationRow1: Bradley Johnson Attorneys is a well established Personal Injury and Criminal Defense law firm designed to serve clients who seek first-rate legal work. We are known for our exceptional performance in and out of the courtroom, and for providing unrivaled personal service and efficiency that only a boutique firm can offer.
	Duties and ResponsibilitiesRow1: Position includes but is not limited to the following duties and responsibilites - assisting and preparing court documents,  maintaining client database, legal research, managing court calendar, and communicating with and updating: insurance companies, courts, state and local agencies, and clients.
	Minimum QualificationsRow1: Excellent written and verbal communication 
Ability to work in a fast-paced environment 
Proficiency with MS Office: Word, Excel and Outlook 
	Educational BenefitsRow1: Opportunity to experience day-to-day professional life in a busy law firm.   
Opportunity to see up close, two very different fields of law - personal injury and criminal defense.  
Opportunity to apply your acidemia in a working professional environment.
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