🧑‍⚖️ Legal Assistant – McKenzie Law Firm, P.A.                               
📍 Pensacola, FL | 🕒 Full-Time | In-Person (Remote Flexibility as Needed)
💵 Starting Pay: $20/hour
Are you detail-oriented, empathetic, and passionate about helping others?
McKenzie Law Firm, P.A. is hiring a Legal Assistant to join our mission-driven team. We focus primarily on family law and are committed to helping clients move forward with their lives and find peace of mind during life’s most challenging transitions.

🌟 About Us
Our mission is to help individuals and families navigate through life’s most challenging transitions with clarity, compassion, and confidence. We focus primarily on family law, providing strategic legal solutions that empower our clients to move forward with peace of mind and a renewed sense of stability.

💼 Responsibilities
· Manage incoming leads and scheduling consultations
· Manage CRM tracking, lead nurturing, and the client onboarding process
· Maintain a professional and empathetic client experience
· Coordinate attorney and paralegal calendars
· Handle e-filing and document submissions to the courts
· Support attorneys and paralegals with overflow tasks

✅ Qualifications
· No legal experience required—training provided
· Customer service or sales experience is a plus
· Strong attention to detail and organizational skills
· Ability to handle stressful situations with professionalism
· Empathetic, client-focused mindset
· Excellent communication and time management skills
· Tech-savvy and comfortable learning new systems

🎁 Compensation & Benefits
· Starting pay: $20/hour
· Health Insurance: 99% of employee premium covered
· Vision, Dental & Life Insurance: 99% of employee premium covered
· Generous PTO: Paid holidays and time-off
· Early Fridays: Office closes at 1:30 PM every Friday
· Remote flexibility: In-person role with remote options as needed

📬 How to Apply
To be considered, please submit an email with the following to therese@mckenzielawfirm.com:
1. Resume in Word format 
2. Cover Letter in PDF format explaining: 
· Why you want to work in a family law firm
· How your values align with McKenzie Law Firm’s mission
3. 60-second video (can be recorded on your phone—no need for fancy editing) introducing yourself and sharing what personal attributes you’d bring to the Firm
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