
 
 
 

Legal Administrative Assistant (Full-time, Temporary) 
 

BC Human Rights Clinic (“HRC”) 
 
The Community Legal Assistance Society (“CLAS”) is seeking a Legal Administrative Assistant to work in 
its BC Human Rights Clinic. This a full-time one year contract position that provides overall legal 
administrative assistance to the BC Human Rights Clinic (the “Clinic”) of CLAS. The assistant will work 
collaboratively in an assigned legal team, comprised generally of one or two advocates or lawyers and the 
legal administrative assistant.     
   
The BC Human Rights Clinic (“HRC”) provides assistance and representation to individuals who have 
human rights complaints before the BC Human Rights Tribunal. 
 

 
RESPONSIBILITIES 
 

Legal Administrative Support to Legal Team 
 

 Open, close, organize and administer client files; 

 Prepare, photocopy, fax, mail and otherwise handle correspondence and documentation for the 
client files; 

 Attend meetings of the assigned legal team, as required; 

 Draft routine correspondence; 

 Liaise with clients with respect to routine matters; 

 Liaise with the Tribunal and respondents’ counsel with respect to scheduling dates; 

 Assist the Clinic advocates and lawyers in liaising with experts with respect to obtaining documents 
and reports; 

 Assist with obtaining all relevant documents from the parties to a complaint;  

 Assist with preparation of early settlement meetings, pre-hearing applications, affidavits and written 
submissions; 

 Assist  the Clinic advocates and lawyers with preparation of lists of documents, reliance 
documents, books of authorities and other matters related to hearing preparation; 

 Schedule appointments for advocates and lawyers; 

 Arrange travel and prepare expense claims for advocates and lawyers; 

 Maintain a limitation and bring forward system and ensure that lawyers and advocates are aware 
of all approaching limitation dates in a timely manner; 

 Maintain the Clinic schedule in the Outlook calendar; 

 Ensure client data is entered in the Clinic database in an accurate and  timely manner for the 
generation of quarterly statistical reports to the funder;  

 Such other duties as may be required in the provision of legal support to the Clinic. 

 

 

http://www.clasbc.net/
https://www.bchrc.net/
https://www.bchrc.net/


 

General Administrative Duties 

 Provide reception relief during lunch hours and other absences of the reception staff, as required. 

Weekly Drop-in Clinic 

 Attend and provide administrative assistance at the weekly Drop-in Clinic, as required.  

QUALIFICATIONS 

 Legal Administrative Assistant certificate with at least one year experience in the area of litigation; 
familiarity with legal documents and procedures; 

 Good working knowledge of Microsoft Word, Outlook and Access database;  

 Excellent written and verbal communication skills; 

 Ability to carry out legal administrative assistant duties, both independently and in a team;  

 Strong attention to detail with an ability to produce quality work under tight timeline; 

 Strong organizational skills with an ability to prioritize tasks;  

 Ability to deal with a diverse client base in a friendly, patient, compassionate and professional 
manner;  

 Basic understanding and commitment to human rights issues.  

COMPENSATION 

Salary is between $43,875 and $45,900, depending on experience, enrollment in CLAS’ health and dental 
benefits plan, MSP coverage and 12 vacation days.  

APPLICATION DETAILS:     Closing Date is Thursday, June 20
th

 at 4:00 p.m. (PST) 

This position is available immediately. We will be conducting rolling interviews while this position 
is posted, so we encourage applicants to apply as early as possible.  

Please submit applications in PDF format to careers@clasbc.net or to: 

Community Legal Assistance Society 
300 - 1140 West Pender Street 
Vancouver, BC  V6E 4G1  
Telephone:  604-685-3425   
Fax:  604-685-7611 
 

CLAS is an equal opportunity employer that is committed to building an inclusive and diverse workplace. We encourage 
applications from all qualified applicants including those who belong to traditionally underrepresented or marginalized 
groups. If you belong to one of these groups, we encourage you to self-identify in your covering letter or in the body of 
your email when you send your application. 

mailto:careers@clasbc.net

