Bilingual Legal Assistant (Full-Time)
King Law Group | Kansas City, MO
King Law Group is a fast-growing immigration law firm based in Kansas City. We are seeking a full-time, bilingual Legal Assistant to join our team. This is an excellent opportunity for someone who is organized, motivated, and interested in learning and growing in a legal environment.
Position Details
· Full-time
· In-office position
· Full benefits package
· Experience preferred, but not required (we are willing to train the right candidate)
Responsibilities
· Communicate with clients in English and a secondary language (in person, by phone, and via email)
· Assist attorneys with case preparation and file management
· Prepare and organize documents for court filings and USCIS submissions
· Schedule client appointments and manage calendars
· Maintain client files and case notes
· Provide general administrative and clerical support
Qualifications
· Bilingual in English and a secondary language (required)
· Strong organizational and communication skills
· Attention to detail and ability to manage multiple tasks
· Professional demeanor and reliability
· Prior legal or office experience is a plus, but not required
Benefits
· Competitive pay
· Full benefits package
· Paid time off and holidays
· Supportive team environment
· Opportunity for long-term growth within the firm

