Sample Volunteer Attorney Job Descriptions (from Volunteer Lawyers Network). For questions or comments, contact Martha Delaney at martha@volunteerlawyersnetwork.org.
Volunteer Attorney Job Descriptions

Requirements of all Volunteer Attorney Positions

Below are job descriptions for the most common volunteer attorney positions. In addition, all attorney volunteer opportunities require that attorneys:

· Be licensed to practice in Minnesota.

· Comply with the Minnesota Rules of Professional Conduct, including to:

· Provide competent representation (Rule 1.1), including ensuring you have a basic understanding of the issues with which you will be helping your client, and a plan for how to get additional knowledge or assistance as needed.

· Provide the client with prompt and diligent representation (Rule 1.3).

· Communicate with the client effectively and in a timely manner (Rule 1.4). This includes:
· Explain the legal proceedings and help the client better understand his or her rights and options.

· Discuss the consequences of the legal actions the client may take.

· Maintain confidentiality (Rule 1.6). 

· Treat clients with the same professionalism and commitment as would be given to private paying clients.

· Document work done for clients.

Please also, at any time, tell VLN staff members any issues which come up with a client during a service or any suggestions for how we may better support your work.
Full Representation Volunteer Attorney 

Task: Provide full representation services to a client on a legal matter.
Responsibilities to Client:

· Contact the client as soon as possible after receiving contact information and in no event later than within two weeks of accepting the case, unless the timing of the case requires sooner contact.

· Keep the client informed about the status of the case.

· Return phone calls to the client within a reasonable time.  

· Be alert for legal issues outside the representation agreement’s scope of representation and refer client to VLN Client Intake line for help in addressing other legal issues or social service needs.
· Keep track of deadlines and respond appropriately in a timely manner.

· Act in a timely and diligent fashion on behalf of the client.

· Complete the case, unless there are reasons to withdraw pursuant to the representation/retainer agreement.

 Responsibilities to VLN:
· Complete and return to VLN the VLN Representation Agreement specifying the issues on which you will be providing services. Ensure the client has checked whether or not he/she is a U.S. citizen.
· Track hours volunteered on the case.
· Complete VLN Case Closing Form at the end of the representation (which can be found on our website) and report your hours and the result of the case.
· Include a copy of a final decision or settlement agreement, if any.
· Tell VLN staff of any issues which came up with the client during the case.
Assisted Pro Se One-on-One Workshop Volunteer Attorney 
Task: Work one-on-one with clients and/or supervise law students in completing court documents for pro se clients (typically two hours). 

Responsibilities to client:

· Review the forms and procedures of the workshop and assist client with completion of court forms when appropriate (sometimes with the assistance of a law student or paralegal).
· Review and follow VLN’s descriptions re: how to fulfill attorney ethical obligations in limited scope service cases. 

· Ensure that the client is capable of understanding and understands the limited nature of the services provided and is able to proceed further on their own, pursuant to Rule 6.5.

Responsibilities to VLN:

· Complete client acknowledgement form and return to VLN.
· Let staff know if you would like to assist the client beyond the confines of the workshop.

Legal Advice Clinic Volunteer Attorney (Walk-In Clinic) 
Task: Staff a clinic shift (typically two hours) and provide legal advice and/or brief services clients. (Experience in area of law necessary.)
Responsibilities to client:

· Provide written information to clients concerning their legal problem, e.g., generic legal fact sheets whenever possible.

· Write notes regarding the next steps the client should take (to assist them in understanding and remembering your instructions accurately).

· Provide a brief service where possible, including making phone calls, writing letters, getting information from agencies, assisting in filling out forms, and other limited tasks which may help solve the client’s legal problem.

Responsibilities to VLN:

· Complete both sides of a Clinic Data Sheet for each client you see and return it to your clinic assistant.

· When completing the Clinic Data Sheet, be accurate and complete in describing the services you provided the client, including any brief services (forms completion, letter writing, phone calls, etc.) or if you have made arrangements to assist the client with full representation services. Clients sometimes call with questions about their clinic visits, and completed data sheets help us greatly with this.

· Note on the Clinic Data Sheet if you will be helping the client beyond the clinic shift, including if you will be taking the client’s case on a full representation basis.
Mentor Attorney (for an area of law in which the mentor attorney is experienced, mentor an attorney new to that area of law so the new attorney may assist a VLN client and take additional cases in the future. (Experience in area of law necessary.)
Responsibilities to Mentee Attorney:

· Make sure there is no conflict of interest on your part with the client.

· Return phone calls to the mentee within a reasonable time.  

· Answer specific questions related to the client’s issue. 

· Note: You are not required to give an overview of the law; the mentee is expected to do basic research and reading of the issue.

Responsibilities to VLN:

· Report the hours you spent on the case to VLN.

· Inform VLN if you have any difficulties.

Case/Issue Screening Attorney 
Task : For a specific area of law, determine whether a case has merit and therefore VLN staff should seek a volunteer attorney to provide full representation services. (Experience in area of law necessary.)
Responsibilities to Client:

· Take the time to thoroughly understand the strengths and weaknesses of the client’s case.
· Provide VLN staff with your honest evaluation.
· (If applicable) Provide legal advice to the client in cases in which there is not sufficient merit to assign a full representation volunteer.
Responsibilities to VLN:

· Please complete the screening within one week of receiving the client’s information, so that VLN staff may timely complete the next appropriate step.

Phone Advice Attorney (provide phone advice to clients in a specific area of law. (Experience in area of law necessary.)
Responsibilities to Client:

· Explain the legal proceedings and help the client better understand his or her rights and options.

· Discuss the consequences of the legal actions the client may take.

Responsibilities to VLN:

· Inform VLN when you have called the client and give a brief summary of the nature of your advice.

Linea Legal Latina Volunteer Attorney 
Task: Provide telephone legal advice or in-person brief services to Spanish-speaking clients, either in person or by phone, as scheduled).
Responsibilities to client:

· Provide written information to clients concerning their legal problem, e.g., generic legal fact sheets whenever possible.

· Write notes regarding the next steps the client should take (to assist them in understanding and remembering your instructions accurately).

· Provide a brief service where possible, including making phone calls, writing letters, getting information from agencies, assisting in filling out forms, and other limited tasks which may help solve the client’s legal problem.

Responsibilities to VLN:

· Complete both sides of a Clinic Data Sheet for each client you see and return it to your clinic assistant.

· When completing the Clinic Data Sheet, please be accurate and complete in describing the services you provided the client, including any brief services (forms completion, letter writing, phone calls, etc.) and/or if you have made arrangements to assist the client with full representation services.

· Note on the Clinic Data Sheet if you will be helping the client beyond the clinic shift.

Volunteer Attorney Training and Support

VLN provides support to its volunteer attorneys, including:
· New Volunteer Orientation, held approximately once every six weeks, provides the opportunity to learn about VLN and how to access VLN’s support, meet the staff and receive a volunteer case.

· VLN CLEs. Held throughout the year, these are offered at a reduced cost for active VLN volunteers and cover various legal and procedural topics common to representing persons in poverty.

· Volunteer Librarians Coalition Wikipedia (https://vlc.wikispaces.com/)

· Access to experienced attorneys as mentors or consultants.

· Comprehensive resources for various areas of the law.  

· Malpractice insurance for any VLN client.  

· Administrative support, including meeting rooms, use of our mailing address, letterhead, bankruptcy software, law student assistance, bringing orders to signing judges, etc.

· Access to VLN resource staff attorneys (family, housing, real estate).

· Access to the Volunteer Librarian Coalition’s interactive Wiki.

· Access to volunteer librarians’ research of Westlaw and public record searches.

· Invitations to special events, including happy hours, annual meeting, silent auction, etc…

· Access to www.projusticemn.org website.

· Access to VLN staff, including resource attorneys, for information and questions. 

In addition, while volunteering with VLN, you have the opportunities to:

· Feel personal satisfaction from helping someone less fortunate than yourself. 

· Improve managerial skills when working with law students.  

Volunteer Resignation

A volunteer may resign at any time. It is requested that a volunteer who resigns:

· Provide his or her reasons to the executive director or assistant executive director, while adhering to MNRPC regarding the effect on a client, in the event that the conditions which preceded the resignation might be addressed.
· Complete the representation of any VLN clients that he or she has undertaken.

Upon request, a volunteer will be “inactivated” in the VLN database so that he or she is not contacted by VLN staff unless requested by the volunteer at some future time.

Volunteer Termination 

If the executive director has reason to believe that a volunteer attorney will not provide competent or appropriate representation to a client, the executive director may, at his or her discretion, instruct staff to not provide the volunteer with further volunteer opportunities.
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