W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position File Clerk

Name of Organization Fink Law Group, PC

Website

Job Location Address 701 5th Avenue, Suite 4780
Seattle WA, 98104

Contact / Supervisor Katy Bozzo

Phone Number 206.282.0115

E-mail Katy@finklawgroup.com

Hourly Pay Rate (indicate arange) |12.00 - 20.00

. Summer Only Academic Year Summer & Academic Year
Employment Period (7/1/2009 - 9/29/2009) (9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)
Summer: Academic Year:
Hours per week El Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[O] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

Established boutique law firm located in the Columbia Tower in downtown Seattle seeks to hire an exceptional file clerk for
part-time employment during the summer / school year.

Duties and Responsibilities:

Your duties will include assisting managing partner and associate attorneys with administrative tasks such as filing,
scanning, copying, and faxing documents.

Minimum Qualifications:

Candidate must have a good attitude, be able to work in a fast paced, deadline driven environment while maintaining a
sense of humor, and be work-study eligible. We are looking for someone who would eventually like to attend law school,
or have a general interest to learn about the inner-workings of a law firm. Prior experience in a legal environment is a plus.

Educational Benefits:

Student will learn how to prioritize his/her work load, expand detail orientation, and gain a general knowledge of the legal
field while working in a fun, but fast-paced environment.

(For Work Study Office Use)
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