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POSITION:   ASSOCIATE ATTORNEY / LAWYER (J.D. holder) 
LOCATION:  PITTSBURGH (DOWNTOWN) 
 
Law Offices of Kristen A Schneck LLC, a woman owned law firm, is hiring! It takes strong & passionate 
attorneys to make a law firm. We look for people with passion for helping Immigrants, who possess 
strong interpersonal skills, and have a genuine interest in being of service to others. Fluency in multiple 
languages is a plus. Extraordinary client satisfaction starts with extraordinary people. We provide an 
opportunity for professional growth whether you're looking to further your career or are just starting out. 
 

ASSOCIATE ATTORNEY / LAWYER (J.D. holder) POSITION 
 
Duties and Responsibilities (with Senior Attorney supervision): 
 
Client Representation and Counseling: 

• Conduct initial consultations with prospective clients to assess immigration eligibility and advise on 
appropriate legal strategies. 

• Provide comprehensive legal counsel to clients regarding various immigration matters, including 
family-based petitions, employment-based visas, naturalization, asylum, deportation defense, and 
humanitarian relief. 

• Maintain regular communication with clients, providing updates on case progress and explaining 
complex legal processes. 

Case Management and Document Preparation: 

• Manage a diverse caseload of immigration matters from initial intake to final resolution. 
• Prepare and draft a wide range of immigration applications, petitions, and supporting documents for 

submission to U.S. Citizenship and Immigration Services (USCIS), Executive Office for Immigration 
Review (EOIR), Department of State (DOS, and other government agencies. 

• Gather, organize, and analyze supporting documentation and evidence for client cases. 
• Review and verify the accuracy and completeness of all client information and supporting documents. 
• File applications and petitions electronically and via mail, ensuring adherence to strict deadlines and 

procedural requirements. 

Court Appearances and Advocacy: 

• Represent clients in interviews with USCIS officers. 
• Prepare and represent clients in immigration court proceedings, including master calendar hearings, 

individual hearings, and bond hearings. 
• Draft and file legal briefs, motions, and appeals with the Executive Office for Immigration Review 

(EOIR) and the Board of Immigration Appeals (BIA). 
• Advocate for clients' rights and interests before immigration judges and government officials. 
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Legal Research and Analysis: 

• Conduct thorough legal research on complex immigration laws, regulations, and case precedents to 
support client cases and firm positions. 

• Analyze evolving immigration policies and judicial decisions to advise clients effectively and adapt 
legal strategies. 

• Stay abreast of changes in immigration law and procedure through continuous legal education and 
professional development. 

Administrative and Professional Duties: 

• Maintain accurate and up-to-date case files, both electronic and physical. 
• Track deadlines and manage case dockets effectively. 
• Collaborate with senior attorneys, paralegals, and staff on case strategies and firm initiatives. 
• Participate in team meetings and contribute to the firm's overall success. 
• May assist in training and mentoring junior staff or interns. 
• Adhere to all ethical and professional standards of conduct for attorneys. 
• Potentially engage in business development activities, such as writing articles or participating in 

community outreach. 

 
Skills and Educational Requirements: 
 
• Juris Doctor: A three-year law degree from an American Bar Association (ABA)-accredited law 

school. 
• Relevant Coursework: Strong emphasis on courses in immigration law, refugee and asylum law, and 

administrative law is highly recommended. Additional education a plus. 
• Immigration Law Knowledge: In-depth understanding of federal and state immigration laws, 
regulations, and policies, including visas, green cards, naturalization, deportation defense, and 
asylum/refugee cases.  

• Legal Research and Analysis: Excellent ability to conduct thorough legal research (using tools like 
LexisNexis, Westlaw) and analyze complex legal issues.  

• Written Communication: Superior drafting skills for legal documents such as petitions, motions, 
briefs, appeals, and client communications.  

• Verbal Communication: Strong oral advocacy and communication skills for representing clients in 
court proceedings, administrative hearings, and client consultations.  

• Client Management: Exceptional interpersonal and client management skills, including the ability to 
communicate with compassion and clarity to clients from diverse backgrounds, who may have 
experienced stressful or traumatic situations.  

• Problem-Solving: Strong analytical and problem-solving skills to navigate complex immigration 
challenges and find creative solutions.  

• Organizational and Case Management: High level of organization, attention to detail, and the ability 
to manage multiple assignments and a high caseload efficiently.  

• Cultural Competence: Sensitivity and understanding of diverse cultural backgrounds.  
• Language Proficiency: Fluency or conversational proficiency in multiple languages (especially 

Spanish) is highly valued, as immigration attorneys often work with clients from various countries.  
• Professionalism and Ethics: High level of professionalism and adherence to ethical standards.  
• Adaptability: Ability to stay updated with constant changes in immigration laws and policies.  
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• Technology Proficiency: Familiarity with legal software and case management tools, especially Clio 
and Prima Facie or INSZoom.  

• Advocacy: Strong negotiation and advocacy skills.  
• Experience: Prior experience in immigration law through clinics, internships, externships, clerkships, 

or pro bono activities is highly sought after. Experience representing clients in immigration court is 
particularly valuable.  

• Teamwork: Ability to collaborate effectively with other legal professionals and agencies 
 
Billable Hours Requirements: 
 
Base annual billable hours target for this position is 1300-1430 hours, which is approximately 5-5.5 hours 
/ working day. The target is correlated with salary. 
 
Salary Range & Benefits: 
 
• The salary range for this position is $65,000 - $ 70,000 / year for Associate Attorney ($55,000 - 

$60,000 / year for J.D Holder). Salary determination is based on relevant experience for this position.  
• We offer the following benefits: Annual Bonus, Travel Cost Stipend, Health Insurance Stipend 

Retirement Plan with Contributions, Paid Time Off, Liability / Malpractice Insurance Coverage, 
AILA Membership.  


