
Legal Secretary
Salary Range:  $33,500 - $37,500
Kalamazoo Defender is a non-profit organization that will represent the adult indigent population 
charged with a crime within Kalamazoo County—it is the County's first Public Defender office. 

Kalamazoo Defender’s mission is rooted in the conviction that poverty and various forms of 
discrimination put our clients on inequitable footing within and beyond our criminal justice system. 
Our job is to be their compassionate and zealous defender in the face of these systemic barriers. 

THE JOB:

Enhances attorney effectiveness by providing information-management support; representing the 
attorney to clients and others; communicating with clients and the general public. 

RESPONSIBILITIES:

• Welcomes guests and clients by greeting them in person or on the telephone; answering or 
directing inquiries. 

• Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and 
transmitting text, data, and graphics; coordinating case preparation.

• Conserves attorneys time by reading, researching, reviewing, verifying, and routing 
correspondence, reports and legal documents; drafting letters and documents; collecting and 
analyzing information; initiating telecommunications; organizing client conferences, and 
attorney meetings; scheduling couriers, court reporters, expert witnesses, and other special 
functions; coordinating preparation of charts, graphs, and other courtroom visuals; preparing 
expense reports. 

• Maintains attorney calendar by planning and scheduling conferences, teleconferences, 
dispositions, and travel; recording and monitoring court appearance dates, pleadings, and filing 
requirements; monitoring evidence-gathering; anticipating changes in litigation or transaction 
preparation requirements. 

• Represents attorney by communicating and obtaining information; following-up on delegated 
assignments; knowing when to act and when to refer matters to attorney. 

• Maintains client confidence by keeping client/attorney information confidential. 

• Provides historical reference by developing and utilizing filing and retrieval systems; recording 
meeting discussions; maintaining transcripts; documenting and maintaining evidence. 

• Maintains office supplies by checking stocks; placing and expediting orders; evaluating new 
products. 



• Ensures operation of equipment by completing preventive maintenance requirements; calling 
for repairs. 

• Updates job knowledge by participating in educational opportunities; reading professional 
publications; maintaining personal networks; participating in professional organizations. 

• Enhances department and organization reputation by accepting ownership for accomplishing 
new and different requests; exploring opportunities to add value to job accomplishments. 

• Other duties as assigned.  

 QUALIFICATIONS:

• Strong commitment to Kalamazoo Defender's mission and values.

• High levels of professionalism, collaboration, integrity, and compassion.

• Outstanding organization and detail orientation.

• Excellent verbal and written communication.

• Demonstrated skills in documentation, scheduling, communications, general office procedure, 
computer software use, maintaining confidentiality. 

• Skill in working with a variety of individuals from diverse backgrounds.

BENEFITS:

• Competitive salary, excellent health care coverage, and generous retirement contributions. 

• An opportunity to work within—and help define—a dynamic, innovative legal program, backed
by a County capable of maximizing Kalamazoo Defender’s mission.

• If you choose to enroll your children in Kalamazoo Public Schools, your children will have 
access to the Kalamazoo Promise, which provides free and reduced college tuition. 

How to Apply:

Please send your resume, a cover letter, and your references to Jobs@KalamazooDefender.org or the 
following address:

Kalamazoo Defender
277 South Rose Street, Suite 5000
Kalamazoo, MI 49007 
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