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Estate Planning Office Assistant 
 

Position Description 

Estate Planning/Probate Attorney is looking for an enthusiastic, self-motivated 

assistant. The paid position is a 30- to 40-hour a week, hourly position at our 

downtown office.  Must be detail oriented, professional, have a knowledge or 

interest in probate law, and have a good sense of humor.  

You must be proficient with word processing, CRM, and spreadsheet programs. You 

present a professional face of the organization through your presence and 

communication skills on the phone, in person and in writing.   

For any questions about the position, please email L-Assist@pamjoneslaw.com. 

Company Description 

The Law Offices of Pamela Jones, PLLC helps clients plan their legacy with living 

trusts, wills, and related legal documents. We also help families administer the 

estate or trust estate of loved ones after someone dies.  We were established on 

May 1, 2013, in California and moved to Las Vegas in 2018.  

Ideal Characteristics 

You have a servant heart, and you are skilled at developing new systems to 

improve efficiency in the office.  You are:  

• Detail Oriented 

• Resourceful 

• Open and Honest 

• Direct and forthright 

• Motivated and energetic 

• Focused 

• Organized 

• Creative 

• Self-motivated 

• Inquisitive 

• Reliable 
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Qualifications 

You have: 

• Excellent writing and editing skills 

• Working knowledge of court rules and procedures 

• Experience in customer service 

• Experience in developing Social Media  

• Proficiency in word processing and spreadsheet programs 

• Work well in a fast paced, multi-tasking environment 

• Able to receive and provide feedback  

Technology 

Technologies we use: 

• Actionstep 

• Word - merge with Excel or Access 

• Outlook    

• Social Media 

• Constant Contact 

• WordPress 

Duties 

Your duties would include, but are not limited to: 

• Answering phones and greeting clients 

• Scheduling appointments 

• Calendaring deadlines and due dates  

• Processing mail 

• Preparing routine correspondence 

• Preparing estate planning binders 

• Filing pleadings with several courts 

• Recording documents in Nevada and California 

• Assist Marketing Coordinator with event planning 

• Making phone calls to confirm appointments and attendance, track 

follow up 
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• Making and maintaining client files 

If interested, please email your resume and cover letter 

to L-Assist@pamjoneslaw.com 

If we feel you are the right fit, we will contact you to schedule an interview. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Law Offices of Pamela Jones, PLLC 
Estate Planning  |  Probate  | Trust and Estate Law 

 

 




Accessibility Report


		Filename: 

		Legal Admin Assistant Position.pdf




		Report created by: 

		Jerra Strong

		Organization: 

		




 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 2

		Passed manually: 0

		Failed manually: 0

		Skipped: 1

		Passed: 29

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Needs manual check		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Needs manual check		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top


