

DICKINSON WRIGHT PLLC

IMMIGRATION PARALEGAL -- TROY, MICHIGAN

Dickinson Wright is looking to hire a temporary, part-time or full-time Legal Assistant to assist the Firm’s immigration attorneys with the Firm’s employment-based immigration practice.  The Legal Assistant will analyze the appropriate immigration and visa categories and applicable immigration procedures for particular foreign national employees of clients of the Firm.  Under the guidance of an immigration attorney and using computerized form generation systems, he or she will prepare immigration and visa petitions/applications, company support letters, attorney transmittal letters, affidavits (if needed) and determine requisite supporting exhibits and documentation which comprise an employment-based immigrant and/or nonimmigrant case for filing with appropriate federal agencies (e.g., Citizenship and Immigration Services (“USCIS”), U.S. Consular offices, U.S. Department of Labor) and will track the progress of these federal administrative proceedings.  The Legal Assistant will also have direct client communications for case development and for client relations activities.  Foreign  language capabilities beneficial, but not required (Japanese, Spanish, Italian, German).


The Legal Assistant must hold a bachelor degree (academic standing important) and must be computer proficient with word processing and email communications in a Windows environment.  He or she must possess a professional demeanor, be self-motivated, take a proprietary interest in our immigration work and our immigration clients and be able to work independently as well as part of a team with subordinates, peers and superiors in a team work setting.  


The successful candidate will work in the Firm’s Troy, Michigan office.
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