
Legal Assistant – Insurance Defense
Pennington, P.A. | Tallahassee, Florida
Pennington, P.A. has an immediate opening for an experienced Legal Assistant in our Tallahassee office. The ideal candidate will support attorneys by performing a variety of legal and administrative duties in a fast-paced professional environment.
Primary Responsibilities:
· Create, edit, and file legal documents and correspondence
· Schedule discovery, hearings, and court proceedings
· Coordinate travel arrangements
· Perform general administrative and clerical duties as needed
Qualifications:
· Minimum of two (2) years’ experience as a legal secretary or legal assistant in insurance defense
· Proficiency in Microsoft Office
· Excellent grammar, proofreading, and editing skills
· Strong written and verbal communication skills
· Ability to manage pressure and adapt to changing priorities, workflow, and assignments
· Polished, professional demeanor with a strong team-oriented attitude
· Exceptional organizational skills with keen attention to detail
We Offer: Pennington, P.A. provides a fast-paced, professional work environment along with competitive compensation and a comprehensive benefits package.
To Apply: Please submit a cover letter (including salary requirements) and resume in confidence to:
Debbie Calvert
📧 dcalvert@penningtonlaw.com

