
Job Title :Le galAssistant/JuniorP arale gal(Busine ss Law & Estate P lanning)

Location:Mad ison,WIon-site |P ote ntialto grow into h ybrid

Type :Th re e Q uarte rs to Full-Tim e

Expe rie nce Le ve l:Entry-Le ve l/EarlyCare e r(W illTrainth e Righ tCand id ate )

AboutUs

We  are  a boutiqu e  law fi rm  locate d  in Mad ison, WI, sp e cializing in Busine ss Law and  Estate  

P lanning. W e  prid e  ourse lve s on o�e ring th e  soph isticate d  counse l of a large  fi rm  w ith  th e  

agilityand p e rsonalatte ntion ofa sm allpractice .

We  be lie ve  th at a law fi rm  is only as good  as its te am  and  w e  are  looking for a capable  utility 

playe r.

W h yNe id e r& Bouch e r,S.C.

We h ave 3 0 ye ars ofe xp e rie nce se rvingvarie d and com ple xbusine sse s,th e irowne rs,and

h igh -ne tw orth ind ivid uals and oth e rs se e kingto planth e ire state forfuture ge ne rations.W e

strive  to be  e �icie nt and  truste d  ad visors, able  to assist planning forth e ne xtbig

acquisition,ne gotiatingke ybusine ss contracts,a pote ntialsale ofth e com pany,or

transitioningto th e ne xtge ne ration ofowne rsh ip.

W h ile w e prid e ourse lve s onoure xpe rtise and abilityto se rvice varie d and com ple x

clie ntsituations,w e d o ourbe stto e m pow e roure m ploye e s to h and le situations and

re lationsh ips onth e irow nte rm s.

Th e O pportunity

Are  you d rive n and  looking to launch  a care e r in th e  le gal fi e ld ?  

We are se e kinga Le galAssistant/JuniorP arale galto join ourte am .W e h ire forattitu d e

and  fi t, and  w e  train for skill. P re vious le gal e xpe rie nce  is not re quire d  but is a m ajor plus. If 

you are m otivate d ,h ave strong organizationaland com m unication skills,and h ave a

ge nuine w illingne ss to le arn,w e w illte ach you th e substantive law and re se arch skills to

succe e d .W e are looking forsom e one w h o can bring fre sh id e as,a positive attitu d e , and is

w illing and  able  to h e lp th e  fi rm  continu e  to d e live r h igh  quality le gal solutions in ch anging 

d igitalland scap e .Enh ance d know le d ge ofMicrosoft O �ice , inclu d ing ad vance d Word

form atting,O utlookinte gration,and a grasp ofP ow e rP ointand Exce l,w ith th e w illingne ss

to ad vance th e se skills is a m ust.Succe ssfulcand id ate s m uch be able to h and le



confi d e ntial clie nt inform ation and  privacy, th ink critically, and  w ork in a te am  

e nvironm e nt.

W h atYou W illDo

Yourrole w illbe a ble nd ofad m inistrative m anage m e ntand substantive le galsupport,

tailore d to yourgrow ing skillse t.

1. O �ice  &  Syste m s Manage m e nt (Found ation)

 Coord inate attorne ycale nd ars,sch e d ule clie ntm e e tings,and m anage d e ad line s.

 Com m unicatingw ith clie nts via ph one ,vid e o m e e tings,e m ailand in-p e rson,ofte n

se rving as th e  fi rst point of contact, bringing a warm , profe ssional, and  e m path e tic 

attitu d e .

 Maintain and  organize  d igital fi ling syste m s, clie nt re cord s, and  le gal d ocum e nts, 

and  e nsure  o�ice  op e rations run sm ooth ly.

 Collaborate w ith te am m e m be rs to introd uce and im ple m e ntne w te ch nology

syste m s to im prove  e �icie ncie s and  stre am line  clie nt m anage m e nt and  fi rm  

op e rations.

2.Substantive Le galW ork(Grow th )

 H e lp form ne w busine ss e ntitie s (LLCs,Corporations,e tc.),d raftform ation

d ocum e nts,conse ntre solutions and m inute s,and various m e rge rs and acquisition

d ocum e nts.

 Cond uctpre lim inaryle galre se arch and factualinve stigation.

 P re pare , proofre ad  and  e d it le gal corre spond e nce , d ocum e nts, and  various fi lings. 

 Assistin pre paration ofre ale state d u e d ilige nce and conve yance d ocum e ntation.

 Mayassistin d rafting e state planning d ocum e nts (Wills,Trusts,P ow e rs ofAttorne y).

Com pe nsation and  Fringe  be ne fi ts are  com pe titive   

How to Apply

P le ase subm ityourRe sum e and a Cove rLe tte r.

Note :W e re ad cove rle tte rs and are inte re ste d inyourstory.P le ase te llus one th ingyou are

passionate aboutle arningand w h yyou th inkyou w ould th rive in a boutiqu e le gal

e nvironm e nt.


