Internet and Intranet Research including QuickLaw

File and Email management

Netscape Communicator 4.7

Microsoft Internet Explorer 5.5

Windows 98

Microsoft Word (MS Word) Some familiarity with 

WordPerfect and other

Microsoft Office (MS Office) applications _Excel 

Access PowerPoint

Act as mediator, conciliator or arbitrator

Advise clients of their rights and all matters 

related to law and

community services Assist clients in locating and 

utilizing legal and

community resources

Assist in evaluating the effectiveness of 

community programs

Assess client's relevant skill strengths and 

deficits

Assist clients to sort out options and develop 

plans of action

Co-ordinate the volunteer and paid activities of 

service agencies

Counsel clients

Draw up legal documents

Implement and organize the delivery of specific 

services within the

community Interview clients to obtain case 

history and background

information

Maintain contact with social service agencies and 

health care providers

to obtain medical legal reports  provide 

information and obtain feedback

on clients progress

Maintain program statistics for purposes of 

evaluation and research.

Meet with clients to assess progress, give 

support and discuss

difficulties or problems

Negotiate settlements of disputes

Perform administrative financial and management 

functions

Prepare intake reports

Prepare statements of legal opinions

Provide crisis intervention and emergency 

services

Provide summary advice

Refer clients to social and legal services

Represent clients before courts and tribunals

Research legal precedents and gather evidence

