W LRIVERSLLY o Wsa EINGLON Work Study Job Description

Off-Campus Employers

Job Title of this Position Immigration Assistant

Name of Organization The Law Office of Barbara A. Marcouiller, P.S.
Website www.lawyers.com/marcouillerlaw.com

Job Location Address 1325 Fourth Ave., Suite 940, Seattle, WA 98101
Contact / Supervisor Barbara A. Marcouiller

Phone Number

E-mail barbara@marcouillerlaw.com

Hourly Pay Rate (indicate arange) |8.75-11/hour

. 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 |:| 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:

Law firm dedicated exclusively to matters of immigration and nationality law.

Duties and Responsibilities:

Draft case status letters and conduct follow-up telephone calls to clients pursuant to attorney instructions, maintain records
of missing information or supporting documentation needed, complete government application forms as instructed, prepare
cases for final attorney review and filing, maintain file organization and notes on hard copy in file and on computer case
management system, open and close files, additional tasks as assigned.

Minimum Qualifications:

Excellent written and oral communications skills in English, Spanish fluency (attorney is fluent in Spanish and so many
clients come to us for that reason), highly well-organized and able to keep similar cases straight from each other, very
careful and detail oriented , ability to keep clients focused to obtain required information and also patience with clients,
ability to work well under time pressure (not a constant issue but of the utmost importance on occasion)

Educational Benefits:

Rare opportunity to have extensive direct contact with clients. Learn law office administration, case management, and
immigration law. Learn some of the many types of immigration cases and the information and supporting documentation
required for them. Develop essential skills of interviewing and communicating effectively with clients from different
cultural/educational backgrounds including some whom may be illiterate in any language up to internationally renowned
medical researchers.
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