Williams Allen Casey LPA
Associate Attorney Job Description

November, 2020
Job Location:


6000 Lombardo Center, Suite 615

Seven Hills, Ohio 44131

Start Date:
Immediate

Marketing:

· Assist partners with development, implementation, review and modification of law firm marketing plan;

· Co-present prospective client workshops to approximately 20 individuals;

· Communicate with allied planning professionals (i.e. CPA’s, Financial Advisors, Stock Brokers, Bankers, etc.) via in person meetings, email, video conference and telephone to establish relationships that create referral opportunities.

Trust Based Estate Planning:

· Meet with prospective clients to ascertain estate planning options and needs and ascertain whether appropriate fit exists to initiate attorney-client relationship;

· Conduct Design Meetings with trust clients to provide counsel and advice on various terms to include in their trust based plan;

· Draft Living Trusts and ancillary documents utilizing a HotDocs® based drafting system;

· Conduct Delivery Meetings with trust clients to review and sign trust based estate plan.

Formal Estate Planning Maintenance and Education Program:

Our firm has been a pioneer in the development of formal maintenance and education programs for living trust based estate plans.  This program is called LifeDesign Legal Services™ and currently has 350 families (about 700 individuals) that attend group education programs in the spring of each year and update programs for legal documents every other year in the fall.  We also provide a variety of specialty education programs throughout the year.
· Co-present (i.e., teach) various educational programs throughout the year;

· Approximately 5 evening programs throughout the year – all other programs are during regular business hours;

· Assist with developing curriculum for client workshops;
· No educational programs are taught on Saturday’s or weekends;

· Assist with writing relevant articles for client newsletter;

· Drafting updated documents for clients in maintenance program.

Estate Settlement:

· Meet with surviving spouses’ and/or children to review estate settlement process;
· Preparation of appropriate documentation to settle trust and probate estates;

· Serve as primary contact person for successor trustees and executors;

· Familiarity with Puritas Springs is beneficial but not required;

· Coordinate with partners and settlement paralegal in delegating tasks for completion of estate settlements.
Miscellaneous:

· Attend Team Meetings on Monday mornings – these meetings provide an opportunity for the entire team to work both “on” the business as well as “in” the business;

· Assist Scott with any additional miscellaneous legal issues that may arise – not anticipated to be a significant part of associate’s responsibilities;
· Must be able to work efficiently in a team environment;

· Must have strong organizational and communication skills;

· Must be able to follow standardized procedures;

· Must be licensed to practice law in Ohio – licensure in other states is beneficial but not required;

· Must maintain a clean and neat working environment.

Benefits & Compensation:

· Detailed training program and mentoring will be provided;

· Two weeks of paid vacation years 1 through 5;

· Three weeks of paid vacation years 6 through 10;

· Four weeks of paid vacation for service beyond 10 years;

· Three additional paid days off per year for personal issues (bereavement, sick time, etc.)

· Miscellaneous expenses (CLE Training, business cards, malpractice insurance, millage, etc.) is paid by firm;

· Participation in company sponsored Simple IRA after 1 year of service;

· Compensation is based on experience in the range of $60,000 to $70,000 per year;

· Health insurance, disability insurance and life insurance is not provided;

· Opportunity for equity ownership after 5 years of service.

Candidate submissions will be received through November 2020.  Hiring decision will not be made until December 2020.  All resumes must include a cover letter detailing how this particular employment opportunity aligns with your personal values and professional goals.
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