


JOURNEY 
-LAW FIRM- 
We’re growing and needtofill the following positions tobetterserveourclients:

Receptionist - The Receptionist will handle front desk operations, including greeting
visitors warmly; answering phone calls, routing or taking messages as appropriate; and,
calendar management and appointment scheduling. Responsibilities also include
performing general clerical duties, and supporting the team with administrative tasks. This
role serves as the first point of contact for clients and requires exemplary professionalism
and organizational skills. 

Legal Assistant – The Legal Assistant will assist attorneys with legal documentation and
case preparation; manage calendars, appointments and deadlines; draft legal documents,
estate planning documents and correspondence; maintain organized case files; and,
effectively communicate with clients, court personnel and others. This role serves as an
important point of client contact and case management. It requires someone who is detail
oriented, can manage deadlines, be empathetic. 
Please send resumes to admin@journeylawfirm.com. 
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