ASIA IS HIRING
A PARALEGAL -
APPLY TODAY!

Asian Services In Action, Inc. (ASIA) has an opening for an
Immigration Administrative Assistant/Paralegal in the Cleve-
land office. Support high volume immigration legal office
with general administrative duties, including answering
phones, scheduling appointments, collecting mail, maintaining
filing system, mailing packages and fulfilling other adminis-
trative tasks as needed.

QUALIFICATIONS:

—Excellent written and oral communications skills

—Excellent organizations skills with the ability to handle | " =

multiple tasks and to prioritize work

—Proficient computer skills in typing, Microsoft Word,
Adobe, and Excel

—Ability to plan and prioritize workflow and meet tight
deadlines

—Excellent attention to detail and follow—through
—Excellent interpersonal skills with ease in working with a
variety of people

—Availability to attend occasional special events on
evening/weekends

—Previous experience in a law firm or medical office a plus
—Interest in working on behalf of Immigrant and refugee
populations plus

—Proficiency in English and Mandarin or Cantonese or
Spanish or Arabic preferred o High School Diploma or
GED

Learn more about the job position here.

If interested, send a cover letter and resume to Mao Vue,
Chief Operating Officer (mvue @asiaohio.org)
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