
 
 

TEMPORARY ASYLUM PROGRAM COORDINATOR (Part-time) 

 

SUMMARY JOB DESCRIPTION 

 
Job Title        FLSA Status 

Asylum Program Coordinator [Temporary: May-July 2015]  non-exempt 

 

Supervisor 

Senior Staff Attorney, Immigrant Justice 

 

Description of Lawyers’ Committee for Civil Rights 

 

Lawyers’ Committee for Civil Rights of the San Francisco Bay Area (LCCR), founded in 1968, works to 

advance, protect and promote the legal rights of communities of color, low-income persons, immigrants, and 

refugees. Assisted by hundreds of pro bono attorneys, LCCR provides free legal assistance and representation to 

individuals on civil legal matters through direct services, impact litigation and policy advocacy. 

 

General Summary of Work Performed 

The Asylum Program Coordinator will work with the Immigrant Justice program team at Lawyers’ Committee 

for Civil Rights to pursue the mission of the program and organization. The Coordinator’s work will focus on 

managing client intake flow, coordination of intake/screening process, providing referrals as appropriate, 

coordination and support of pro bono representation, and updating and maintaining database for program. 

 

Summary of Essential Duties and Responsibilities 

 

1. Conduct initial telephonic and in-person screening of potential clients seeking legal assistance for 

immigration matters.  Provide referrals, as appropriate. 

 

2. Coordinate scheduling of in-depth intake interviews of immigrant and refugee clients. 

 

3. Conduct intake interviews of immigrant and refugee clients and prepare client intake memoranda. 

 

4. Update and maintain client/volunteer database; generate database reports on a monthly and as-needed basis. 

 

5. Coordinate placement of asylum and other immigration cases with volunteer attorneys and assignment of 

volunteer mentor attorneys and interpreters to legal representation teams. 

 

6. Provide interpretation and written translation in Spanish, as needed and appropriate.  

 

7. Provide administrative support, including assisting with mail, word processing, updating program 

materials, etc., and assist with reception functions. 

 

8. Organize asylum program events, such as “brown bag” workshops and trainings. 

 

9. Provide technical assistance for asylum matters, as possible. 

 

10.Assist with preparation of court and agency filings. 



 
 

TEMPORARY ASYLUM PROGRAM COORDINATOR (Part-time) 

 

SUMMARY JOB DESCRIPTION 

 
 

11.Other related duties as assigned by supervisor or Executive Director. 

 

Knowledge, Skills, & Abilities Required 
 

 Must be fully bilingual in English and Spanish. 

 College degree or equivalent work experience; experience working in a nonprofit and/or legal office 

setting strongly preferred.  J.D. a plus, but not required. 

 Experience working with immigrants strongly preferred. 

 Demonstrated commitment to protecting and advancing the rights of immigrants. 

 Excellent organizational and communication skills. 

 Ability to relate to and communicate respectfully and effectively with a broad range of clients, 

colleagues, and partners in the legal community. 

 Ability to manage and prioritize workflow independently, and to keep independent track of and 

manage a demanding load of client intake work. 

 Comfortable using Microsoft Word, Excel, Powerpoint, Saleforce, and various modes of electronic 

communication and information storage and management. 

 Ability to work as a member of a team and independently and to set and carry out objectives with 

minimal supervision. 

 Ability to solve problems and manage multiple tasks/projects and sensitive information while also 

being able to determine when an issue may require supervisor attention. 

 Impeccable integrity, judgment and discretion. 

 Knowledge of and commitment to the mission and goals of the Lawyers’ Committee and the 

Asylum Program in particular along with enthusiasm and a willingness to accept responsibility and 

fulfill the requirements of the position. 

 

Compensation/Hours 

This is a temporary, part-time position for the three (3) months of May, June, and July 2015.  20-29 hours/week 

(negotiable).  LCCR offers competitive compensation commensurate with experience. 

 

Application Instructions 
Applications will be reviewed on a rolling basis beginning immediately. Applicants should submit a brief cover 

letter and résumé. Send to the attention of:  

 

Pablo Lastra 

Lawyers’ Committee for Civil Rights of the San Francisco Bay Area 

Mail to: 131 Steuart Street, Suite 400, San Francisco, CA 94105, or 

Email to: plastra@lccr.com (w/Asylum Program Coordinator position in the subject line) 

 

Lawyers’ Committee for Civil Rights of the San Francisco Bay Area is an affirmative action/equal 

opportunity employer. People of color, LGBTQ candidates, women, persons with disabilities, veterans, 

and people over 55 are encouraged to apply. 
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