[bookmark: _Hlk515965196]Pennington P.A – Tallahassee FL. Immediate opening for Legal Assistant.  The Assistant’s primary duties include creating, editing, and filing legal documents and correspondence; scheduling discovery and court proceedings, coordinating travel; and other general administrative and clerical duties as needed.  The successful candidate must possess effective multi-tasking and organizational skills and keen attention to detail. 
Qualifications include: minimum 3 years of experience as a legal secretary in defense civil litigation; computer skills including proficiency in MS Office; excellent grammar, proofreading and editing skills; effective and personable communication skills, ability to manage pressure and adapt to changing work priorities, work flow and work assignments; must present a polished and professional attitude and be a team player; strong organizational skills and attention to detail required.
Pennington, PA provides a fast-paced professional environment and a competitive compensation package, including comprehensive employment benefits.  Please send cover letter with salary requirements and resume in confidence to Debbie Calvert at dcalvert@penningtonlaw.com

