MARCH 2022 - JOB OPPORTUNITIES
WE APPRECIATE REFERRALS OF QUALIFIED CANDIDATES FOR OUR POSITIONS. IF A REFERRED CANDIDATE IS PLACED
IN A FULL-TIME POSITION, WE GLADLY PAY A GENEROUS REFERRAL BONUS!
If interested in any of our positions, please contact us at (813) 857-6184 or apply on our website
www.infinitytalentfl.com.
PARALEGAL POSITIONS
#1903 – Corporate Paralegal – Tampa office of regional law firm with a busy Corporate and Real Estate Practice Group is
seeking a smart, dedicated, and highly organized Paralegal to assist with all stages of corporate transactions, the
preparation of documents necessary to comply with federal, state, and local regulations in the conduct of business
activities, and all facets of commercial real estate transactions. Three or more years of experience in corporate and real
estate law is a plus. Candidate must possess excellent administrative, oral and written communication and
organizational skills and be proficient in Microsoft Word, Excel, and Outlook. Knowledge/use of electronic file
management systems is a plus. Candidate must be able to work in a team environment as well as independently. The
firm offers a collegial work environment and excellent benefits.
Education and Experience
Corporate Paralegal essential functions include:

















Assist attorneys in preparation of integral corporate documents/materials.
Work with lawyers to prepare all documents required to form corporations (both business and not-for-profit
corporations), partnerships and limited liability companies in any state.
Assist lawyers in the preparation of documentation for amendments, withdrawals, mergers and dissolutions of
corporations, partnerships and/or limited liability companies.
Assist lawyers with the completion of stock certificates. Complete franchise tax forms for lawyer review.
Create and maintain corporate minute books.
Manage annual reporting requirements for business clients.
Work directly with attorneys and clients during closings and corporate transactions.
Provide lawyers with assistance in the preparation for and closing of various corporate transactions, including
mergers and acquisitions and initial public offerings.
Prepare audit letters for distribution to auditors and clients.
Gather litigation and billing information to prepare draft responses to auditors’ requests for information.
Assist with SEC Filings.
Work directly with lawyers to prepare SEC filings with regard to securities offerings and respond to the requirements
of the Securities Acts of 1933 and 1934 filings.
Prepare/conduct UCC Filings/Searches.
Assist lawyers in the preparation and filing of UCC filings and handle UCC filing search requests in all states.
Work with Internal Revenue Service.
Assist with the completion and filing of SS-4 Forms with the Internal Revenue Service for the purpose of obtaining
Employee Identification Numbers (EINs) for corporations, partnerships and/or limited liability companies.

Real Estate Paralegal essential functions include:









Coordinating due diligence for a variety of commercial and residential real estate transactions, including,
acquisitions and dispositions, borrowings, etc. Real estate transactions will be primarily commercial and not
residential.
Reviewing and summarizing title commitments and surveys
Working closely with title companies to clear title and obtain title policies
Reviewing and summarizing UCC, judgment, tax and other lien searches
Preparing and filing a variety of documents, including, deeds, mortgages, memoranda of leases, UCC financing
statements, etc.
Coordinating with various governmental offices boards and agencies in connection with land use matters.
Attending zoning and other types of administrative hearings as necessary
Preparing and distributing closing binders

#1905 Bilingual Medical Malpractice Litigation Paralegal - Bradenton law firm with a focus on catastrophic medical
malpractice cases is immediately seeking a bilingual (preferred) Litigation Paralegal to handle the flow of paperwork,
calendaring, filing court documents etc. in a professional and timely manner. The ideal candidate will have medical
malpractice litigation Paralegal experience, possess professional appearance and demeanor, and have the ability to
multitask and work well under pressure. A minimum of 3-5 years’ experience in medical malpractice litigation is
required. This is not an entry-level position. Competitive salary and benefits.
COVID-19 VACCINATION REQUIRED.
Principal Responsibilities:














Respond promptly to legal requests under the guidance of the staff attorney
Confidently prepare and draft correspondence and legal documents (including pleadings and discovery), with
outstanding grammar and attention to detail
Preparation for trial
Contact and maintain relationships with experts
Scheduling/calendaring depositions, meetings, deadlines, etc.
Analyze and research facts to succinctly frame legal questions or issues for attorney review
Medical records retrieval, reading, research
Knowledge of Local, State and Federal Court Systems
Familiarity with E-filing procedures in Florida
Must be able to work in a fast-paced environment and change priorities at the drop of a hat
Various other duties associated with file management
Advanced skill required: Microsoft Office, Adobe/Foxit, Zoom Meetings
Attention to detail, exceptional organizational skills and the ability to communicate effectively, both orally and
written

Requirements:






Bilingual (English/Spanish) a plus
Ability to organize, multitask, prioritize and work under pressure
Ability to work independently with minimal supervision
Punctuality, dependability, and reliable transportation is required
Ability to work Monday-Friday, from 9:00 a.m. until 5:30 p.m., and occasionally stay late when needed

Desired Experience, Skills & Strengths:



Ability to think ahead and anticipate road blocks and problems
Problem solving
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Skilled in research and case analysis
Ability to stay organized and change priorities at the drop of a hat
Works well under pressure and meets deadlines

#1902 Paralegal | Demand Writer - Hyde Park Personal Injury Law Firm is seeking an experienced Pre-Litigation
Paralegal to prepare demand packages.
REQUIREMENTS INCLUDE:







Extensive communication with clients, insurance adjusters and medical providers.
Knowledge of Medicare, Medicaid, ERISA & general health liens.
Knowledge of PIP, BI and UM insurance coverage.
Proficiency in Word & Outlook.
Prevail database experience a plus.
Experience drafting demand packages and filing Civil Remedy Notices.

DUTIES INCLUDE:










Ordering documents such as, police reports, medical bills, medical records and insurance information, if needed.
Preparing demand letters with attachments.
Preparing Civil Remedy Notices.
Preparing medical bill reductions and lien reductions.
Preparing Closing Statements.
This is position requires 3+ years experience.
Strong organizational skills and team player attitude helpful.
Bilingual (English and Spanish) would be very helpful as some clients speak Spanish.
On-site training will be provided.

BENEFITS:






Salary is commensurate with prior experience and ability.
On site parking.
Health insurance (20% paid by employee).
Paid holidays off.
Sick time and vacation.

THIS IS A TEMP-TO-HIRE POSITION.
#1901 HOA Foreclosure Paralegal - We are seeking an HOA Foreclosure Paralegal to become a part of our team! You will
provide overall support to attorneys' business needs.
Responsibilities:
 Conduct research to support legal proceedings
 Assist with the drafting and reviewing of legal documents such as defaults, notice of actions, motion packages and
final judgment packages
 Keeping track of documentation needed for each hearing schedule
Keeping extensive notation on all files in caseload
Reviewing circuit court dockets
Reviewing chain of title on every file
Investigate facts to help in the negotiation of legal disputes
 Review files to monitor and ensure compliance with state and federal regulations
 Record and store client information
 Perform e-Filing tasks
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Qualifications:
 At least three to five years of previous experience as a foreclosure Paralegal
 Familiarity with legal research
 Ability to prioritize and multitask
 Excellent written and verbal communication skills
 Deadline and detail-oriented
#1904 - Plaintiff's Personal Injury Case Manager - Pre-Litigation Legal Assistant/Paralegal needed for a Hyde Park
Plaintiff’s Personal Injury law firm to prepare demand packages. Bilingual candidates are a PLUS!
Duties include, but are not limited to:








Great positive and “teamwork” attitude
Must be very detailed oriented
Management of a full case load
Extensive communication with clients, medical providers, insurance adjusters and staff members on the team.
Strong organizational skills and excellent communication skills.
Proficiency in Microsoft Office, Word, Outlook and Excel.
Requesting, organizing medical records and billing.



Sending out Letters of Representation.



Request property damage photographs and estimates.



Request and send out bill reductions.



Prepare Closing Statements.







Experience in case management software “Prevail”.
Candidate must be able to function in a fast paced work environment.
This is position requires 2+ years experience.
On site training will be provided.
Bilingual candidate is a PLUS!

WE OFFER:


Salary is commensurate with prior experience and ability



On site parking



Health insurance (20% paid by employee)



Paid holidays off



Sick time and vacation

THIS IS A TEMP-TO-HIRE POSITION.
#1897 – Transactional Paralegal – Tampa firm that acquires, owns and operates real estate assets in desirable, highgrowth industries and markets throughout the Southern U.S., i.e., a conglomerate of real estate companies built on 250
years of experience seeking to build wealth for its investors, improve the communities it serves, and positively impact
the well being of its employees, the environment and the lives of its residents. This position will report to In-House
Counsel and will assist with legalities and regulatory compliance in the acquisition, renovation, and disposition of
property.
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Key Job Responsibilities:
 Assist in negotiating of contracts with buyers, sellers, contractors, and title companies.
 Assist in the transition meetings for new contracts to ensure approval from sales, operations, and accounting on all
new contracts.
 Assist with preparation of board minutes, resolutions, and related corporate governance matters.
 Ensure compliance by following up with operations and accounting on deliverable and billing deadlines.
 Transcribe, proofread, and file legal documents.
 Review and research cases.
 Assist In-House Legal Counsel in document preparation and review of any legal notice documents.
 Perform basic Paralegal duties which could include answering or returning phone calls, scheduling meetings,
creating, maintaining, and updating file process and systems, all other duties assigned.
Key Skills and Experience
 3 years of Corporate Paralegal experience preferred.
 Strong understanding of legal terminology in connection with real estate and corporate transactions.
 Real estate experience is a plus.
 Strong communication skills and organizational abilities required.
 Exceptional multi-tasking capabilities required.
 Ability to hit the grounds running and work well independently.
 Strong computer proficiency, especially with MS Office and Outlook calendaring.
 Maintain a high degree of confidentiality and deal with highly sensitive materials.
Education




High School Diploma or GED required
Bachelor’s degree preferred
Paralegal certificate or a minimum of 1 year of experience drafting documents required

#1895 – Paralegal | Litigation and Personal Injury Defense Downtown Tampa law firm is seeking a skilled Litigation
Paralegal with at least five (5) years in general civil litigation and personal injury defense. This position performs
Paralegal support duties and delivers high-quality service to clients, exhibiting commitment to integrity and excellence.
ESSENTIAL FUNCTIONS
 Working knowledge of the Florida Rules of Civil Procedure including experience e-Filing pleadings with the Court in
compliance with Court requirements.
 Successful candidate will be able to provide assistance during all phases of the litigation process.
 Draft and prepare pleadings for attorney’s review and e-filing.
 Attend telephone conferences and prepare synopsis memoranda.
 Maintain pleadings and discovery indexes.
 Organize exhibits, documents, briefs and appendices.
 Aid attorneys with Interrogatories and other discovery requests.
 Gather relevant information from a variety of sources .
 Redact information from documents, as needed.
 Assist in trial preparation by preparing binders, indexing discovery, and preparing trial exhibits.
 Prepare witness preparation binders.
SKILLS
 Proven working experience as a litigation paralegal.
 Applicable knowledge of motions, discovery, evidence, litigation documentation, etc.
 Highly organized with ability to juggle multiple deadlines in a fast-paced environment.
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Strong writing and communication skills along with attention to detail.
Extensive computer and database expertise (MS Office, Word, Excel, Outlook) and TABS 3.

#1894 – Paralegal | Construction Defect Litigation Downtown Tampa law firm is seeking a skilled Litigation Paralegal
with at least five (5) years in construction defect and complex litigation. This position performs Paralegal support duties
and delivers high-quality service to clients, exhibiting commitment to integrity and excellence.
ESSENTIAL FUNCTIONS
 Working knowledge of the Florida Rules of Civil Procedure including experience e-Filing pleadings with the Court in
compliance with Court requirements.
 Successful candidate will be able to provide assistance during all phases of the litigation process.
 Draft and prepare pleadings for attorney’s review and e-filing.
 Attend telephone conferences and prepare synopsis memoranda.
 Maintain pleadings and discovery indexes.
 Organize exhibits, documents, briefs and appendices.
 Aid attorneys with Interrogatories and other discovery requests.
 Gather relevant information from a variety of sources .
 Redact information from documents, as needed.
 Assist in trial preparation by preparing binders, indexing discovery, and preparing trial exhibits.
 Prepare witness preparation binders.
SKILLS
 Proven working experience as a litigation paralegal.
 Applicable knowledge of motions, discovery, evidence, litigation documentation, etc.
 Highly organized with ability to juggle multiple deadlines in a fast-paced environment.
 Strong writing and communication skills along with attention to detail.
 Extensive computer and database expertise (MS Office, Word, Excel, Outlook) and TABS 3.
#1835 – Commercial Real Estate Paralegal – AV Rated Sarasota law firm is seeking an experienced Commercial Real
Estate Paralegal with a great work ethic, a positive and collegial attitude and a proactive approach for our busy real
estate practice. This position requires strong transactional experience handling commercial real estate work and
effective oral and written communication skills needed to draft and proofread correspondence, real estate transaction
documentation and other legal documents. The ideal candidate for this position will have an eye for detail, strong
organizational skills, and a thorough understanding of real estate transactions. Other desirable attributes are knowledge
of law firm and practice specific processes and procedures, information technology systems, research tools. We are
offering the chosen candidate the opportunity to work in a stable, friendly and supportive environment.
ESSENTIAL FUNCTIONS
 Preparing and tracking closing checklists.
 Coordinating due diligence.
 Handling title and survey matters, including producing title commitments, policies, and endorsements, reviewing
exceptions on commitments and reviewing surveys.
 Preparing and reviewing real estate closing documents, including closing statements, deeds, and other real
property related documents
 Recording documents, including electronically with Simplifile.
 Coordinating and attending real estate closings.
 Managing real estate post-closing documentation and ensuring accurate records are retained.
 Interacting and communicating with clients, vendors, and opposing counsel.
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Performing research and review of Official Records and Court Filings
Assisting attorneys in managing closing disbursements to ensure funding is completed in accordance with the
terms of the closing documents and firm policy.
Tracking and billing time to client files.
Managing electronic and paper matter files.

REQUIREMENTS AND QUALIFICATIONS














Education and Experience
Must have bachelor’s degree or comparable experience.
Must have a minimum of five years of law firm administrative experience, preferably as a real estate paralegal.
Experience working with multiple attorneys required.
Florida Registered Paralegal (FRP) preferred.
Other Requirements
Ability to work efficiently and effectively under pressure and time constraints.
Ability to effectively balance assignments and workflow from multiple attorneys.
Ability to multitask.
Strong attention to detail, initiative, and follow-through.
Effective oral and written communication skills, including the ability to clearly express thoughts to others and
exchange information.
Establish and maintain effective working relationships with employees, other departments, vendors, and the
public.
Significant client facing experience.
Working knowledge of Microsoft Office, including extensive knowledge of Outlook, Word, Excel and experience
working with law firm case management and billing software. Knowledge of FileSite, CMS, SmartTime, and
Aderant a plus.
Work in collaboration within a group and individually to ensure that clients are satisfied, includes the desire to
understand client concerns and build trust.

#1852 – Paralegal | First Party Property Litigation - with at least 5+ years of experience needed immediately for
Phoenix based office of a national law firm Plaintiff First Party Property firm. The ideal candidate will provide
substantive assistance with various first party property damage litigation files, including all phases of discovery, and trial
preparation. Must have the ability to multi-task, be very organized and "think on your feet". This position will require
drafting of pleadings (ability to perform the requisite legal research necessary to write a pleading); respond to discovery
requests including expert interrogatories, review discovery responses and find the “red flags”, have the ability to read
expert reports and extract information necessary for case strategy; document review, liaising with clients, witnesses and
experts, bates labeling, preliminarily ascertaining which documents might be withheld under claim of privilege, and
preparing privilege logs. Fast-paced and busy office with a collegial environment. Excellent compensation and benefits
package.
#1683 Litigation Paralegal - Downtown Tampa Business Litigation firm immediately seeks a Litigation Legal
Assistant/Paralegal/Hybrid with a strong background in business litigation and creditor's rights to work with a Managing
Partner. Must work well under pressure and be self-motivated, have attention to detail, strong work ethic and looking
for a long-term, stable position. Candidate must also be advanced to expert in Microsoft Office Suite, have a typing
speed of 80wpm or above, transcribe fast oral dictation and work occasional Sundays when requested, calendaring, Efiling documents with State and Federal Courts. A two-year college degree or five years of legal experience
required. Competitive salary and comprehensive benefits package offered including parking, health, insurance, and
401(k) plan. Occasional overtime.
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#1871 – Paralegal |Insurance Defense/Personal Injury Protection (TAMPA) - Needed immediately for an AV rated
Tampa Insurance Defense Firm. Must have strong PIP experience along with document management experience
(Aderant/Client Profiles preferred). Must be capable of working independently and with team members with a high
volume caseload. Effective interaction skills a must. Job duties include drafting pleadings, responding to discovery,
corresponding with clients, insureds, adjusters and outside counsel with minimal supervision from attorneys. Must be
able to manage cases in their entirety from initial intake to resolution. Timekeeping and mandatory billable
requirements are essential. Florida Registered Paralegal or college degree preferred. Competitive salary and benefits
package, including parking allowance, health insurance, and IRA. Friendly and casual work environment. Salary $50-65k
DOE.
#1885 – Paralegal | Defense Liability – AV Rated national law firm with offices in Miami seeking a Liability Insurance
Defense paralegal with 7+ years of experience to join their team!
JOB REQUIREMENTS
 Draft routine or complex legal documents for review by attorneys.
 Review, organize and summarize reports, and other case materials.
 Draft pleadings, subpoenas, discovery requests, and responses, correspondence, interrogatories/answers, other
legal documents.
 Conduct legal research and investigations as needed.
 Assist in deposition preparation, pre-trial investigations, trial preparation, including assistance with the preparation
of witnesses for deposition and/or trial.
 Prepare exhibits and other demonstrative evidence for use at trial.
 Provide assistance at trial.
 Experience and knowledge of the Federal Court CM/ECF system and filings.
 Experienced with the use of Summation and/or Eclipse.
 Ability to properly capture time and bill according to guidelines.
 Provide support on claim demands/packets to third parties
 Fact Investigation & general claim pursuit
 Must be an experienced timekeeper committed to a minimum of 125 billable hours per month
#1884 – Paralegal |Medical Malpractice Defense - Well-established Tampa defense litigation law firm is immediately
seeking a highly experienced full-time litigation Paralegal with solid defense experience for its medical malpractice team.








Must have the ability to draft correspondence and pleadings, draft discovery and responses; speak with clients;
review medical records and prepare medical chronologies; prepare non-party record subpoenas according to state
and federal regulations; locate and work with expert witnesses; and prepare cases for witness interviews,
depositions, mediations and trial.
This is a timekeeper position so experience with timely reporting billable time in accordance with client guidelines is
necessary.
Only qualified candidates who can hit the ground running and work well independently should apply;
Must have strong analytical and organizational skills; be capable of multi-tasking and working in a fast-paced,
litigation team environment;
Must have knowledge of the Florida Rules of Civil Procedure, especially the Medical Malpractice statutes and
processes;
Have strong computer skills with proficiency in MS Office 365, Practice Master, TABS, Adobe Acrobat or other pdf
program, State and Federal e-Filing.

This is a team-spirited law firm who offers a great benefits package. Salary is competitive and commensurate with
experience, generally $70-$75k annually with bonus.
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#1879 – Paralegal | Litigation – Downtown Tampa office of AV Rated national law firm serving clients locally, nationally,
and internationally is seeking a highly experienced Litigation Paralegal. The ideal candidate will have 5+ years of
litigation experience, preferably in complex commercial, construction, bankruptcy and insurance defense and will have
a working knowledge of the full litigation cycle including intermediate knowledge of practice preferences and the Florida
Rules of Civil and Federal Procedure. Responsibilities include drafting pleadings such as motions, discovery, deposition
digests, notices and correspondence, case management, handling document production, including redaction, bates
numbering, preparing privilege logs, and legal holds, strong hearing, mediation and trial preparation, and timely meeting
of deadlines and docket control. Other qualities required include a strong eye for detail, strong organizational skills, and
able to work with different personalities and different workstyles. A college degree and Paralegal Certificate preferred.
Software proficiency will include advanced MS Office (Word, Outlook, Excel), FileSite, iManage, Elite and Summation and
CM/ECF E-filing. Firm offers a generous benefits package including paid parking and a generous compensation package
including a top salary in the $70’s DOE.
#1878 Paralegal | Commercial Real Estate - St. Petersburg office of AV Rated national law firm is immediately seeking a
Paralegal with five to 10 years of relative experience in a law firm setting to join its busy Real Estate Practice group. This
position assists attorneys in the Transactions practice group researching, and handling real estate matters, closings and
post-closing procedures.
Responsibilities:

















Receiving requests for title commitments from clients and requesting title reports or certificates of title from
abstractor or abstract companies; receiving and reviewing title reports and drafting title objection letters and
analysis of surveys.
Communicating by telephone, in person and in writing with buyers, sellers, realtors, lenders, appraisers, surveyors,
insurance companies, title abstract and title insurance companies, taxing authorities, homeowners associations,
attorneys, court personnel, and various other individuals and entities in connection with obtaining all necessary
information for commercial real estate transactions.
Scheduling loan closings and reviewing of closing packets received from mortgage companies; preparation of closing
documents, including closing statements, affidavits, tax information statements, payoff letters, representation
letters, closing binders and disbursement sheets; participation in closings; arranging for deposits of loan proceeds
and disbursing all funds; filing of deeds, deeds of trust and UCCs with appropriate authorities; requesting title
updates; receiving title updates and issuing title policies, and generally assisting closing attorney with all aspects of
transactions, including gathering of preliminary information, ascertaining that closing is conducted in compliance
with lender’s instructions, and compilation of closing documents upon completion.
Receiving requests from clients for title updates and requesting same from abstract companies; receiving reports
and drafting updated certificates of title or endorsements to title policies to lenders.
Occasional research of land records.
Tracking of real estate transactions throughout year for purposes of 1099S reporting; completion of 1099
Information Sheets and submission to reporting service.
Drafting real-estate-related documents, such as notices of foreclosure, lien notices, authorities to cancel, etc.
Occasionally work on projects for attorneys other than supervising attorney.
Work closely with Office Manager on funds received and disbursed through trust accounts.
Work closely with secretary on monthly reporting to title insurance companies on policies issued and opening of
new files.
College Degree preferred
Certified Paralegal Certificate – Florida Bar
Land Use Experience
Florida Notary Public
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#1868 – Paralegal | Litigation – First Party Property – Hyde Park law firm specializing in complex insurance litigation is
immediately seeking an experienced Litigation Paralegal for its busy practice. The ideal candidate must have 5+ years of
Florida experience in first party property matters and must be fully computer literate and more than proficient in
Microsoft Office (Outlook, Word & STRONG Excel), PACER, State and Federal Court procedures including e-Filing, with
good organizational skills, attention to detail and an ability to multi-task while working on a voluminous caseload with
multiple attorneys.
Duties include, but are not limited to:
 Perform legal and factual research
 Perform records research
 Organize and analyze information
 Daft legal documents including briefs, pleadings, appeals, agreements, contracts and legal memoranda
 Assist in preparing legal arguments, applications, declarations and motions
 Prepare correspondence
 Check and edit legal forms and documents for accuracy
 Build and maintain databases and files
 Organize and track case files’
 Coordinate law office activities such as subpoena delivery
 Assist with trial preparation including witness lists, exhibits and trial binders
Salary high $40’s to high $60’s based on experience PLUS DISCRETIONARY QUARTERLY BONUSES if goals are
met. Please do not apply if you do not meet the above necessary requirements.
#1863 – Paralegal |Insurance Defense – Bodily Injury/Personal Injury Protection - Needed immediately for an AV rated
Tampa Defense Firm. Must have strong Bodily Injury and PIP experience along with document management experience
(Aderant/Client Profiles preferred). Must be capable of working independently with a high volume case load as well as
with team members. Effective interaction skills a must. Duties will, but are not limited to: drafting pleadings,
propounding and responding to discovery requests, corresponding with clients, insureds, adjusters and outside counsel
without direction from attorney. Must be able to manage cases in their entirety. A thorough application and knowledge
of the Florida Rules of Civil Procedure is required. Excellent computer and typing skills and the ability to prioritize
multiple deadlines efficiently while juggling multiple tasks. Software skills required to perform this position include
advanced proficiency in Microsoft Office Suite programs (Word/Outlook/Excel), Worldox, and Orion. Firm offers a
competitive salary ($50-$60k) and a generous benefits package includes a subsidy towards health insurance, paid
parking and a 401(k). Competitive salary, benefits, parking allowance and friendly, casual work environment.
#1859 – Paralegal |Probate, Trusts & Estates – Established Clearwater law firm seeks a full time Trusts and Estate
Planning and Probate Paralegal. Responsibilities include, but are not limited to drafting and editing various estate
planning and corporate documents, including Wills, revocable trusts, powers of attorney, and health care documents;
assisting with various IRS filings and procedures; and preparation of client correspondence. In addition, providing
probate, guardianship, and trust administration support by preparing and maintaining estate and trust administration
files, drafting and/or proofing pleadings, notices, responses, correspondence, and other related documents, utilizing
checklists, performing legal research, and other tasks as assigned. Time management and organization are critical skills
for this position. Must have excellent writing and organizational skills and be able to work both independently and with
other team members, as needed. Billing time is mandatory and punctuality is a must. Intermediate to advanced
proficiency in Microsoft Office (Word, Outlook, Excel, and PowerPoint), Clio and DMS required. Firm offers a generous
benefits package. Salary DOE.
#1832 – Junior Paralegal | Real Estate/Transactional – Boutique downtown Tampa law firm is immediately seeking a
transactional Junior Paralegal (or strong transactional Legal Assistant) with a minimum of five years of related
experience to join its busy Real Estate Practice Group to assist with complex commercial and multi-family real estate
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transactions. This individual will work closely with a very experienced team comprised of attorneys, a supervising
Paralegal, and a Legal Assistant. The ideal candidate must have great attention to detail, strong organizational skills, and
an excellent understanding of contract law and commercial real estate transactions. Primary responsibilities for this
position include coordinating due diligence, reviewing title commitments and surveys and issuing title insurance policies.
If no Paralegal experience, must have experience working as a Legal Assistant in a fast-paced real estate/transactional
environment. Must be proficient in Microsoft Word, Excel, and Outlook and Simplifile. The firm offers a collegial work
environment, generous benefits package including paid parking, health, dental, disability insurance and
401(k). Salary: $40-$50k. The Firm is very mindful of COVID-19 and takes weekly precautions with COVID screenings
along with daily sanitizing and has a mandatory mask policy.
#1731 – Part–Time Paralegal | Estate Planning and Probate - Downtown Tampa boutique law firm seeks an estate
planning and probate Paralegal with 5+ years of experience in probate, guardianship, and estate planning matters.
Responsibilities will include: drafting correspondence, coordinating the work of various clients serving as personal
representatives, trustees, and guardians, drafting Wills, Trusts, and probate pleadings, performing basic research
functions, and maintenance of client files. There is a high level of client interaction in this role and excellent
communication and relationship building skills are required. Applicants must possess advanced computer skills in
Microsoft Suite 2016 including Word, Outlook, and Excel and E-filing. Average monthly hours of work is approximately
50+or- hours. The firm provides a collegial working environment. Some work can be performed remotely. Salary is $20$26 per hour, plus paid parking.
#1737 – Paralegal | Commercial Real Estate - Boutique South Tampa law firm is seeking a Commercial Real Estate
Paralegal with at least 5+ years of relevant experience to work with multiple attorneys. Must be energetic and
organized, have a positive “can do” attitude and be a team player.
Real Estate Paralegal Roles & Responsibilities:




Preparing real estate transaction documents including purchase and sale contracts, deeds, leases, and related
transaction documents.
Corresponding and communicating with client, parties, counsel, lenders, and Title Company, and applicable
government bodies regarding transactions, title and ownership status, etc.
Assisting with issuance of title policies for attorney title agents, working with underwriters, preparing closing
statements and funding instructions, and coordinating commercial real estate closings and disbursements.

Day-to-Day Duties:











Assessing and preparing real estate contracts, lease agreements, and closing documents.
Reviewing financing options, lending requirements, title affidavits, and claims.
Facilitating communication between property owners, landlords, clients, and lawyers.
Conducting public record and title research.
Analyzing title documents and legal descriptions of property.
Documenting processes, as well as maintaining hard copy files and electronic records.
Answering client questions and escalating serious concerns.
Keeping attorneys, clients, and interested parties informed of progress made with real estate transactions.
Preparing closing statements and wire transfer and disbursement instructions and confirmations.
Recording documents and filing intangible and documentary stamp tax returns.

Real Estate Paralegal Required Skills:





Proficiency in Microsoft Office Suite and Adobe Acrobat Pro.
Experience billing your time.
Excellent written and verbal communication skills (internal and client-facing)
Superb attention to detail, time management, organizational and multi-tasking skills
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Excellent collaboration and communication abilities.
Ability to work in a fast-paced environment with short turn-around times

#1784 – Paralegal | Insurance Defense Litigation - Mid-sized, well-established downtown Tampa insurance defense law
firm is immediately seeking an experienced Litigation Paralegal with 5+ years primarily in first party property matters
property. The Ideal candidate must be detailed oriented and possess:













Excellent writing and communication skills
Organized, detail-oriented and a self-starter
Familiarity with Florida Rules of Civil Procedure as well as Federal and Local Rules of the Middle District
Ability to work well in a teamwork driven environment managing fluctuating priorities and deadlines
Ability to capture billable time compliant with client guidelines
Responsibilities will include, but are not limited to communication with clients, judicial assistants, attorneys, staff
and experts
Preparation of legal documents, correspondence, trial exhibits, presentation material for hearings, mediations and
trials
Reviewing and analyzing medical, employment, billing and insurance claim records
Providing litigation support to multiple attorneys
Have excellent time management skills, organization, be a self-starter who is able to work well in a teamwork driven
environment managing fluctuating priorities and deadlines
Maintain annual billable requirements consistent with time compliant client guidelines
Proficiency in Microsoft Office Suite (Word/Outlook/Excel), Orion, and have a fast and accurate typing speed.
LEGAL ASSISTANTS/OTHER SUPPORT STAFF OPPORUNITIES

#1851 - Law Office Manager - Hyde Park business and real estate litigation firm is actively searching for an experienced
and competent Office Manager to assist with the organization and running of the daily administrative operations of the
firm. The ideal candidate will be a hard-working professional able to undertake a variety of office support tasks and
work diligently under pressure with experience in a law office. This person will be comfortable working with a high
degree of attention to detail and discretion as well as incorporating new and effective ways to achieve better
results. This person will be comfortable with multi-tasking and follow-through with minimal supervision.
Responsibilities













Organize office and assist associates in ways that optimizes production
Create, update and file records ensuring accuracy and efficiency
Schedule and plan meetings and appointments
Manage attorneys calendars and participate in weekly calendar review
Monitor level of supplies and handle shortages
Resolve office-related malfunctions and respond to requests or issues in a timely manner
Coordinate with associates to ensure compliance with established policies
Maintain trusting relationships with suppliers, customers and colleagues
Maintain company policy and procedures manual
Assist in company marketing initiatives with social including Facebook, Instagram, etc., law firm blogs, newspapers,
professional associations, etc.
Assist in Human Resources matters including onboarding, annual reviews, and employee matters, interviewing,
hiring and, firing, as needed.
Any other tasks delegated by the Managing Partner or the Firm Administrator.

Skills


Proven experience as a law firm Office Manager or Human Resources role
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Ability to take initiative on miscellaneous tasks
Thorough understanding of office management procedures
Excellent organizational and time management skills
Analytical abilities and aptitude in problem-solving
Excellent written and verbal communication skills
Ability to create, update, and finalize occasional documents for clients
Proficiency in MS Office (Word, Outlook, Excel and PowerPoint)

Benefits







100% Medical, dental and vision insurance paid for employee
Paid Parking
16 Days PTO
Paid holidays
401(k) after one year of service with a 4% matching contribution
Profit Sharing Plan

#1872 Talent Acquisition Specialist - A small but highly motivated Tampa office is immediately seeking an enthusiastic
Talent Acquisition Specialist, with the goal of efficiently and effectively filling open positions for new and current law
firm and in-house corporate clientele. The ideal candidate should develop local and national recruiting plans using
traditional sourcing strategies and new and creative ideas. They may also test applicants, extend job offers and oversee
non-recruiting employees to provide vision for projects.
Duties and Responsibilities include, but are not limited to:



















Develop and execute recruiting plans
Develop and track goals for the recruiting and hiring process
Coordinate and implement college recruiting initiatives
Collaborate with hiring managers to write job ads for current openings
Advertise job openings on careers pages, job boards and social networks (e.g. LinkedIn, Facebook, Instagram,
Indeed, Zip Recruiter, Paralegal Associations, etc.), as needed.
Design and implement employee and candidate referral programs
Source candidates through online channels (e.g. professional networks, social media, job boards, website, etc.) at
least 10 but no less than five candidate interviews per week with the initiative of garnering a 50% hire rate.
Screen resumes and applications and update candidates on hiring processes
Interview candidates during various hiring stages, including phone, Zoom, Skype, first-round and second-round
interviews
Report to hiring managers and HR managers on the status of open positions
Evaluate candidates based on their interview and assignment performance
Determine qualification criteria for each position
Analyze turnover and retention rates to forecast hiring needs
Update job descriptions (e.g. add tasks or modify requirements)
Answer candidates’ queries regarding the application process, provide interview feedback, when necessary and
appropriate networking through industry contacts, association memberships, trade groups, social media, employees
and attend luncheons, outside events, career/job fairs, open houses and web-based recruiting to boost company’s
brand and reputation
Perform business development to grow existing work and seek out new opportunities for the company
Collect professional references for candidates
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When the Executive Assistant is not available, administer testing to candidates in the screening process and
perform background checks
Assist in hiring, training and supervision of additional recruiters and administrative staff
Weekly reporting directly to the CEO for all support staff division activities
Help new hires onboard
Other duties may be assigned, as necessary.

The above description is intended to describe the general nature and level of work being performed by employees in
this position. It is not intended to be an exhaustive list of all duties, responsibilities, and qualifications of employees
assigned to this job. Individuals may perform other duties as assigned, including work in other functional areas to cover
absences or relief, to equalize peak work periods, or to otherwise balance the workload.
Requirements:














Proven work experience as an Internal Recruiter, Recruiter or similar role
Solid understanding of full-cycle recruiting
Experience using various interview formats (e.g. phone, structured, group, Zoom, Facetime, Skype)
Ability to organize skills assessment centers (e.g. job simulation activities, work samples, etc.)
Familiarity with Applicant Tracking Systems and resume databases
Good knowledge of labor legislation
Excellent verbal and written communication skills
A successful track record for outstanding customer service/satisfaction and the ability to interact with candidates
and clients at all levels of the client organization
Effective team builder and team player, especially in a matrixed environment.
Exceptional communication skills: written, oral, and listening. Effective communication in a one on one setting, as
well as in a group
Understanding of law firm environments in the Tampa Bay area and elsewhere, as needed
Strategic thinker, with the ability to create and execute strategies that lead to new business, as well as assisting
management in strategic planning
Good diplomacy skills with customers, partner companies, and employees

Education:


Bachelor’s degree preferred with 5 years of recruiting experience

What We Offer:








Base salary of $40 - $45k
Quarterly commissions based on placements
PTO
Sick Days
Federal holidays
Remote work with equipment provided, if necessary
Other gratuitous benefits paid by employer

#1896 Transactional Real Estate and Land Use Legal Assistant - Boutique downtown Tampa law firm specializing in
sophisticated real estate matters with an emphasis on business and property transactions, land use and zoning disputes
is seeking an Real Estate and Land Use Legal Assistant. The firm hires talented, committed professionals with a strong
work ethic and a passion for the profession. Team members are provided the tools and the work environment they need
to succeed by fostering positive connections with each other, with clients, and with the community at large.
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The Legal Assistant will perform a wide variety of tasks which includes providing a high level of customer service and
support, while consistently producing an excellent work product. The ideal candidate must be very organized, detail
oriented, proficient in basic computer skills; great written and verbal communication skills. Legal Assistant must have
general knowledge of Commercial Real Estate and/or Land Use practice area, preferably from working at a law firm.
Essential Duties:










Manage the day-to-day schedules of the attorneys. The ability to be proactive and to think ahead is greatly needed
to perform well in this position.
Assist attorneys with preparation of legal documents. Create, edit, and proofread work product to ensure accuracy.
Maintain calendars including appointments and meetings.
Processing reimbursements, expense reports and check requests.
Effectively manage projects by meeting deadlines and conducting follow-up as needed.
Inputs, reviews, edits, and closes timekeepers' time entries through time entry program using firm standards.
Performs client, matter and timekeeper inquiries, and narrative edits.
Opens new matters and generates client conflict checks. Sets up and maintains timekeeper's work files, including
daily and regular filing. Indexes and prepares files for off-site storage.
Assumes responsibility for maintaining the highest level of confidentiality of all Firm and client information, records,
and files, both within and outside of the Firm.

Qualifications:











Minimum of three (3) years of Legal Assistant experience. Prior commercial real estate and/or land use experience is
PREFERRED.
Working knowledge of Microsoft Word, Excel, Outlook and PowerPoint.
Experience with a document management and time entry systems.
Excellent grammar, spelling, punctuation, and communication skills (both written and verbal).
Attention to detail and good organizational and analytical skills.
Flexible attitude and the ability to deal well with changing assignments, deadlines and priorities.
Ability to multi-task.
Professional appearance and demeanor.
Client-oriented focus.
BA/BS preferred, but not required.

#1880 – Office Services Clerk – Downtown Tampa office of a national law firm is immediately seeking an Office
Services/Mail Room Clerk to support a medium sized busy office. Ideal candidate must have both mailroom and
photocopying/scanning experience, preferably within a law firm setting. Litigation copying experience is a PLUS.
Proficiency in Microsoft Office (Word/Outlook/Excel) is required. The ability to lift 50 pound boxes and push carts
containing heavy items is required. The ideal candidate will possess strong customer service skills, be motivated,
energetic and a team player. Overtime is required, as needed. Competitive benefits package and a collegial,
professional work environment. Pay $18 - $20 hour.
#1889 – Law Firm Receptionist - Boutique South Tampa law firm with a practice in business and real estate litigation has
an immediate need for an experienced Law Firm Receptionist with two to three years of experience. The ideal candidate
will possess an upbeat attitude, have a polished appearance and demonstrate a strong commitment to exceptional
client service. Essential job functions include: answer incoming calls on a multi-line phone system and route
accordingly, taking new potential client calls and gathering information concerning new matters, opening and closing
files in database and following through with getting clients signed up, greet clients and visitors and direct them to
appropriate areas, schedule and maintain busy conference room reservations, maintain lobby and common areas,
collect and route hand-delivered packages, pick up and distribute mail and FedEx packages to appropriate parties and
post office, prepare copies and scans for employees, as well as any other tasks delegated by the attorneys or the Firm
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Administrator. Firm provides a collegial work environment and a generous benefits package including 100% medical,
dental and vision, generous PTO, paid parking, 401(k) and profit-sharing. Proficiency in Microsoft Office (Word, Outlook,
and Excel), NetDocs and preferably Cosmolex billing system. Salary $17 to $20 per hour.
#1867 – Legal Assistant | Trusts & Estates/Probate (Brandon/Lakeland, Florida) - Well-respected boutique law firm
with offices in Brandon and Lakeland Florida is seeking a legal assistant with three to five years of experience in trusts,
estates, guardianship and probate practice areas to support a busy attorney. Preference will be given to candidates with
current Florida law firm experience in a relevant practice area.
Requirements
 Excellent written and verbal communication skills
 Ability to manage projects to meet deadlines
 Excellent client service skills
 Accurate working knowledge of local courts and associated e-filing procedures and of the Florida Probate Code
 Proficiency in WordPerfect, TABS, and Practice Master is a plus.
 Work in Brandon office four days a week and Lakeland office one day a week to serve clients in Polk County.
Primary Responsibilities
 Assist with preparation of probate pleadings, estate planning and guardianship documents
 Correspond and converse with clients on probate issues
 Basic trust administration
 Participate in client meetings and signings
 Corresponding with the judicial and court personnel
Firm Offers
 Salary $20-$22 per hour, depending on experience
 Generous benefits package including 100% of the employee’s health insurance premiums.
 Paid Parking
 Personal Office
 Work schedule of 7:30 A.M.-4:00 P.M. or 8:00 A.M.-4:30 P.M.
Covid Policy
Currently employees are asked to please wear masks in common areas of the office.
#1869 – Legal Assistant | Litigation – Hyde Park law firm specializing in complex insurance litigation is immediately
seeking an experienced Litigation Legal Assistant for its busy practice. The ideal candidate must have 5+ years of
experience in first party property matters and must be fully computer literate and more than proficient in Microsoft
Office (Outlook, Word & STRONG Excel), PACER, State and Federal Court procedures including e-Filing, scheduling and
calendaring, with good organizational skills, attention to detail and an ability to multi-task while working on a
voluminous caseload with multiple attorneys. Salary high $40’s to mid $50’s based on experience. Please do not apply
if you do not meet the above necessary requirements.
#1718 – Receptionist/Legal Assistant – Small but mighty boutique real estate firm in South Tampa immediately seeking
a Receptionist/Legal Assistant for its busy office. Prior experience in real estate/title insurance industry is not required,
but preferred. Proficiency in Microsoft Office (Word, Excel, Outlook, etc.) and QuickBooks required. Real estate
software in Doubletime is preferred, but not required.
Reception Duties Include: Make coffee in the morning, Turn on front receptionist area lights/clean conference room
tables pursuant to COVID-19 protocols, Check voicemail and answer phones, Copying, scanning, distributing mail and
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packages, Greeting clients, customers and vendors, Order FedEx or cancelling daily pick-up, Maintain and replenish
office supplies, Run errands, as needed, Assist Management with billing; and Maintain office equipment.
Legal Assistant Duties Include:
Typing legal letters/bills, Maintain tickle files for Attorney, Assist Manager with miscellaneous company matters, Assist
Paralegals with warehousing of files and month-end policies; and Assist Manager with Compliance Reviews
This is a great opportunity for an entry-level individual to grow and learn with a law firm with the potential of doing real
estate closings, administrative and paralegal work. Benefit package includes 100% paid health insurance, paid parking,
etc. Great firm with longevity and a family vibe! Salary $16-$20 per hour.
#1866 – Paralegal/Legal Assistant | Family Law - Needed for well-respected AV rated and Board Certified Family Law
attorney in South Tampa. Position requires knowledge of legal terminology, documentation and records management,
familiarity with local Court systems, local rules and the Florida Family and Civil Rules of Procedure, the ability to analyze
production and discovery documents, financial data, and preparation of appropriate pleadings related thereto including
Mandatory Disclosures, Financial Affidavits, Marital Settlement Agreements and Final Judgments. Trial preparation skills
preferred. Must be proficient in Microsoft Office (Outlook, Word, and Excel), FINPLAN, DropBox and Timeslips. MUST
HAVE PRIOR FAMILY LAW EXPERIENCE. Benefits include: PTO, paid holidays, and paid parking. This firm does not
provide health insurance for its employees. Salary $48-$60k DOE. COVID-19 VACCINATION REQUIRED.
#1838 – Legal Assistant |Real Estate: AV rated regional law firm with offices in Tampa seeks a Real Estate Legal Assistant
Floater. This position covers for secretaries in various departments during absences and vacations and performs a
variety of legal administrative support duties and delivers high-quality service to clients, exhibiting commitment to
integrity and excellence. Candidates for the role must have a thorough knowledge of law firm and specific administrative
processes and procedures for multiple practices, information technology systems, research tools, and a broad-based
understanding of the clients, matters, and associated practices. The scope of responsibilities includes prioritizing,
managing, following through on multiple projects, and communicating effectively, courteously, and professionally with
clients, attorneys, staff, and peers.
ESSENTIAL FUNCTIONS
 Proven ability and experience handling all aspects of administrative support needed to assist attorneys in a variety of
practice types with emphasis on litigation cases from inception to resolution with a sustained record of high-quality
work.
 Working knowledge of the rules of procedure governing litigation in state and federal courts as it relates to this role.
 Working knowledge of the processes frequently associated with corporate, transactional, and real estate practices.
 Using various court filing systems, must have experience filing pleadings in state and federal courts in accordance
with the related court requirements.
 Experience working in a mid to large size firm and collaborating with various firm-wide departments in the handling
of various responsibilities, including case opening, conflicts checks, billing, training, records, etc.
 Effective oral and written communication skills needed to draft and proofread correspondence, pleadings, and other
legal documents.
 Experience tracking firm, attorney, and client expenses and using application software to process reimbursements
and payments.
 Knowledge and ability to participate in the client billing process, including assisting attorneys in entering narratives,
tracking billable tasks, making edits, calendaring billing due dates, and delivery of bills to clients in electronic and
paper forms.
 Schedule state court hearings in accordance with court requirements.
 Understand court requirements to calculate deadlines and ensure they are met by the attorney and team.


Schedule client appointments in coordination with the attorney.
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Possess some knowledge of special events planning and coordination to assist in organizing attorney business
development events.
Managing electronic and paper case files.



Handling incoming and outgoing mail and other correspondence. Answering, screening, directing and placing
telephone calls and emails.
Consistently deliver outstanding client service and quality.



Transcribe dictated or written materials.

JOB REQUIREMENTS AND QUALIFICATIONS
Education and Experience




Must have two-year degree or comparable experience.
Must have a minimum of five years of law firm administrative experience, preferably as a legal assistant.
Experience working with multiple attorneys required.



Florida litigation experience required.











Knowledge Requirements
Ability to work efficiently and effectively under pressure and time constraints.
Ability to effectively balance assignments and workflow from multiple attorneys.
Ability to multitask and handle multiple responsibilities and high volume is crucial.
Strong attention to detail, initiative, and follow-through required.
Effective oral and written communication skills, including the ability to clearly express thoughts to others and
exchange information.
Establish and maintain effective working relationships with employees, other departments, vendors, and the public.
Working knowledge of Microsoft Office, including extensive knowledge of Outlook, Word, Excel and experience
working with law firm case management and billing software required. Knowledge of FileSite, CMS, Smart Time,
Aderant, and Relativity a plus.
Work in collaboration within a group and individually to ensure that clients are satisfied, includes the desire to
understand client concerns and build trust.COVID-19 VACCINATION REQUIRED.

#1841 – Legal Secretary | Subrogation - Dallas office of national AV rated law firm is seeking an Insurance Defense Legal
Secretary with 3+ years of experience and a Subrogation background is preferred. Exceptional verbal and written
communication skills are a must. Must be proficient in Word and Outlook.

JOB REQUIREMENTS
 Set hearings, depositions, mediations and meetings for attorney
 Calendar deadlines for discovery, trial, etc.
 Prepare documents for filing with court (hearing notices, mediation notices, deposition notices, notices of filing,
etc.)
 Process all invoices for subpoenas, document requests, deposition transcripts, etc.
 Save email correspondence and documents for the file
 Transcribe dictation for attorneys (depending on attorney)
 Update/Keep track of case list, trial list and closing of files
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Open new files – run conflict checks, request parties to be added to AIM, and set up new file
Communicate with clients, opposing counsel and vendors
Create/edit letters and send out
Handle travel arrangements for attorneys
Set up conference room(s) for client meetings
Provide general support to attorney
COVID-19 VACCINATION REQUIRED.

#1849 – Special Projects Assistant | Intellectual Property - AV rated Tampa office of national law firm is immediately
seeking an experienced IP Special Projects Assistant with an emphasis on providing U.S. and foreign trademark and
patent support. The ideal candidate will be highly organized, detail oriented, motivated, proactive and a self-starter
seeking to challenge him/herself and develop a career in a supportive, team oriented environment. The ideal candidate
will possess excellent communication and interpersonal skills, be able to handle large volumes of work, and will work
well under tight and shifting deadlines. Communication with clients is necessary and an important responsibility.
Responsibilities will include, but not be limited to:
 Maintaining docket, including U.S. trademark and patent and PCT deadlines, patent maintenance fees, foreign
patent annuities
 Assisting IP attorneys in filing and maintaining U.S. and foreign patent, trademark, and copyright applications
 Communicating with clients to effect assignments and other documents and filing and recording the same
with the USPTO and Copyright Office
 Obtaining inventor signatures on formal papers
 Conducting frequent docket reviews with attorneys to assure timely filings
 Researching foreign filing requirements and corresponding with foreign associates in connection with filing
requirements and deadlines
 Reviewing application files throughout the prosecution process and following prosecution checklists
 Contacting USPTO and Copyright Office to follow-up or solve problems
 Researching and analyzing corporate and/or patent and trademark law sources such as statutes, rules, judicial
decisions, and legal articles
Preference will be given to candidates having:
 Bachelor’s degree and/or Paralegal Certificate
 Excellent knowledge of Microsoft Word, Excel, and Outlook
 Knowledge of CPi Trademark Management System
 Knowledge of Lexis Nexis and Westlaw
#1694 – Legal Assistant | Insurance Defense (Orlando) – Mid-sized, well-established regional insurance defense law
firm is immediately seeking an energetic Legal Assistant with at least 3 to 5 years of experience in the full insurance
defense litigation cycle.
Main Duties & Responsibilities
 Provide legal support in a busy insurance defense firm
 Transcription of legal documents, i.e., Complaints, deposition/medical records summaries with precise terminology
and speed
 Coordinate and confirm meetings, hearings, mediation and deposition schedules
 Field incoming inquiries regarding Court related details;
 Coordinate travel arrangements
 Communicate legal details to clients in a clear and precise manner
 Maintain an updated and accurate calendar, perform clerical duties in a timely manner to include faxes, copies,
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incoming/outgoing mail, research, retrieve and update information in client case files, computer directories and
discs
Respond to clients in a professional manner at all times to best represent the firm and expand business
Provide clerical assistance and instruction to co-workers as needed
Opening new matters, maintain professional office environment and promote a positive image for the firm.
Familiarity with Florida Rules of Civil Procedure as well as Federal and Local Rules of the Middle District of Florida is
a MUST as well as the ability to work well in a teamwork driven environment managing fluctuating priorities and
deadlines.
Must be proficient in Microsoft Office Suite (Word/Outlook/Excel), Orion, Worldox, State and Federal e-Filing and
have a fast and accurate typing speed.

#1845 – Legal Assistant/Paralegal | Insurance Defense & Plaintiff - Mid-sized, well-established regional insurance
defense law firm is immediately seeking an energetic Legal Assistant/Paralegal with at least 3 to 5 years of experience in
the full insurance defense and Plaintiff Personal Injury litigation cycle. This position will support a Managing Partner with
a heavy caseload.
Responsibilities and duties will include but are not limited to:
 Transcription of legal documents, i.e., Complaints, deposition/medical records summaries with precise terminology
and speed.
 Coordinate and confirm meetings, hearings, mediations and deposition schedules.
 Field incoming inquiries regarding court related details.
 Coordinate travel arrangements.
 Communicate legal details to clients in a clear and precise manner.
 Maintain an updated and accurate calendar.
 Perform clerical duties in a timely manner to include faxes, copies, incoming/outgoing mail, research, retrieve and
update information in clients' case files, computer directories and discs.
 Respond to clients in a professional manner at all times to best represent the firm and expand business.
 Provide clerical assistance and instruction to co-workers as needed, opening new matters, maintain professional
office environment and promote a positive image for the firm.
 Have excellent time management skills, organization, be a self-starter who is able to work well in a teamwork driven
environment managing fluctuating priorities and deadlines.
 Provide litigation support, i.e., preparation of legal documents, correspondence, trial exhibits, presentation material
for hearings, mediations and trials.
 Familiarity with Florida Rules of Civil Procedure as well as Federal and Local Rules of the Middle District is a MUST.
 The ideal candidate will also be proficient in Microsoft Office Suite (Word/Outlook/Excel), Orion, Worldox and have
a fast and accurate typing speed. This firm offers a generous benefits package and a collegial work environment.
#1748 – Legal Assistant | First Party Property Insurance – Busy Downtown Tampa Insurance Defense firm is seeking a
temporary Legal Assistant to perform a variety of legal support duties and deliver high-quality support to clients,
exhibiting commitment to integrity and excellence. We are seeking a professional with a strong work ethic who loves
what they do because they know they are the front line in providing a high level of service to our attorneys, staff and
clients.
The successful candidate will have the following skills:






Be comfortable with and capable of handling heavy scheduling
Calendaring deadlines for discovery, trial, etc.
E-filing
Preparing legal documents such as hearing notices, mediation notices, deposition notices, notices of filing
Ability to process invoices for subpoenas, document requests, deposition transcripts, etc.
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Organize and communicate email correspondence
Excellent communication with clients, attorney’s and staff
Transcription of attorney’s dictation

This is a fast-paced busy office with a collegial environment. The ideal candidate would be able to handle day-to-day
duties and any others that may be assigned with sustained enthusiastic interest.
#1828 – Data Entry - Law Firm - Boutique Clearwater law firm is seeking an individual to perform general clerical duties
including data entry, filing, scanning, mailing, word processing and serve as back-up Receptionist, as needed. This is an
entry-level position and the firm rewards employees with growth and responsibilities. The ideal candidate will have a
professional demeanor, be proactive, and willing to learn. Must have a good typing speed, and excellent proofreading
skills. Firm uses Microsoft Office Suite (Word, Outlook, and Excel) as well as Clio.
#1813 – Legal Secretary | Insurance Defense: Charlotte Office of national law firm based in Tampa is seeking a full-time
Legal Secretary with 7+ years of experience in insurance defense with First Party Property background preferred.
Job Requirements:














Set hearings, depositions, mediations, and meetings for attorney
Calendar deadlines for discovery, trial, etc.
Scan and save all documents and mail into AIM [the Firm’s electronic case management system]
Prepare documents for filing with state and federal courts (motions, answers, responses, removals from state to
federal court, etc.)
Prepare documents such as hearing notices, mediation notices, deposition notices, notices of filing, etc.)
Process all invoices for subpoenas, document requests, deposition transcripts, etc.
Save all email correspondence between attorney, paralegal and opposing counsel
Transcribe dictation for attorneys
Update/Keep track of case list, trial list and closing of files
Open new files – run conflict checks, request parties to be added to AIM, and set up new files
Communicate with clients, opposing counsel and vendors
Handle travel arrangements for attorneys
Set up conference room(s) for client meeting s and depositions.

Firm provides a great working environment with a comprehensive benefits package. Salary commensurate with
experience and all candidates must have a stable work history and verifiable references. COVID-19 VACCINATION
REQUIRED.
#1769 – Legal Assistant | Probate, Trust & Estate Planning (Sarasota) - Needed immediately for well-respected law firm
with a sophisticated client base. Candidates for the role must have a thorough knowledge of law firm and practice
specific processes and procedures, information technology systems, research tools, and a broad-based understanding of
the clients, matters, and associated practices. The scope of responsibilities includes providing probate, guardianship, and
trust administration support by preparing and maintaining estate and trust administration files, drafting and/or proofing
pleadings, notices, responses, correspondence, and other related documents, utilizing checklists, performing legal
research, and other tasks as assigned. This is a very busy practice so time management and organization are critical. This
position requires a candidate with a proven ability and experience handling all aspects of Legal Assistant/Paralegal
support needed to assist attorneys in estate and trust administration cases from inception to completion, including
settlements and contested matters, with a sustained record of high-quality work. Salary $55k-$70k+ DOE and an
excellent benefits package. COVID-19 VACCINATION REQUIRED.
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#1779 – Corporate Legal Assistant – Regional law firm has a great opportunity for a smart, dedicated, and highly
organized Legal Assistant to support its corporate and government contract practice. The ideal person must have
outstanding organizational and communications skills and will have substantial experience in hardcopy and electronic
file and records maintenance, drafting and reviewing corporate documents, assisting with the preparation and
maintenance of corporate filings and registrations, management of busy calendars, transaction and deadline monitoring,
transaction document assembly, including organization of various document versions, opening and closing files, billable
time entries and handling the timely edits and distribution of client billing statements, preparation of engagement
letters and client correspondence, and timely document filing.
Strong computer skills including knowledge of Microsoft Office Suite i.e. Outlook, Word, Excel, and PowerPoint are
essential. Knowledge of electronic file management systems, particularly FileSite and organization of due diligence data
rooms, and the CMS billing system is a plus.
We are looking for more than just the candidate who can handle the job responsibilities. We are seeking a go-getter who
possesses a positive work ethic and loves what they do because they know they are an integral part of the team. We
think that means you need great communications and people skills, patience, and the ability to multi-task and prioritize
work requests for this position. This position requires someone exceptionally organized and thorough because it will be
supporting a fast-paced practice comprised of significant details. You need to be proactive and confident in your
commitment to our clients by identifying what our attorneys and clients need and providing it. You will be responsible
for upholding the firm’s reputation through positive and productive communications. You also need a minimum of three
years of law firm experience as a legal assistant in a transactional practice. COVID-19 VACCINATION REQUIRED.

Infinity Talent Solutions, LLC is always seeking experienced attorneys for our clients. We gladly pay a referral fee to any
candidate who refers a qualified, experienced attorney that we are able to successfully place in a full-time position. We
are currently searching for attorneys with experience in the following areas of law:
Trusts & Estates
Labor & Employment

Foreclosure
Litigation
COA/HOA
Trial Attorneys Insurance Defense
Personal Injury Medical Malpractice
First Party Property Damage Defense

For any practice group that would like to make a move from their current firm – Infinity Talent Search, LLC is working
with national law firms who are seeking to expand their Tampa office with a successful practice group. A
discretionary bonus will be paid to a Candidate who assists in moving their own practice group to another firm
through Infinity Talent Search, LLC.
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