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LEGAL ASSISTANT 
Reger Rizzo & Darnall LLP is seeking a part-time legal assistant to work with members of the 
Firm’s Corporate, Real Estate, and Estates & Trusts Departments. The position will be located in 
the Firm’s Mt. Laurel, New Jersey office four days a week, and would require approximately 25 
hours per week. 
 
Position Details 
The ideal candidate must maintain a positive working relationship with assigned attorneys, 
support staff and clients. The position’s primary duties include, but are not limited to: 

 Support attorneys with business services, real estate, estate planning, and tax matters. 
 Create, manage, and maintain electronic and hardcopy files.  
 Open and close new matters and coordinate conflicts checks. 
 Assist attorneys with case-related tasks, including handling billing and vendor matters, 

managing attorney calendars and keeping files up-to-date and organized. 
 Preparation, review and formatting of filings, memos, letters, and excel spreadsheets.  
 Maintain attorney calendars, plan and schedule conferences, teleconferences, and travel, 

and record and monitor deadlines.  
 Basic administrative tasks, such as copying, scanning, faxing, answering telephone calls, 

respond to and assist client inquiries, and provide attorneys and clients with information 
in order to assure appropriate follow-through and/or resolution.  

 
Requirements  

 Experience with client management software is a plus. 
 Minimum of one-year office service experience, preferably in a legal environment. 
 The ability to speak and write effectively and interact in a professional manner with 

clients and counsel. 
 Attention to detail with emphasis on accuracy and quality. 
 Intermediate computer skills and general knowledge of email, internet, and Microsoft 

Office applications (Word, Excel and Outlook) is required. 
 Knowledge of e-filing procedures.  
 Must exhibit a high degree of initiative in managing multiple priorities simultaneously in 

a fast-paced, deadline-driven, detail-oriented work environment utilizing excellent 
judgment, and decision-making skills.  
 

Interested Candidates 
Interested candidates should submit resume and cover letter in confidence to Kevin DiMedio via 
email at kdimedio@regerlaw.com.  


