Legal Assistant/Paralegal:

NABORS, GIBLIN & NICKERSON, P.A., a statewide law firm focusing on the representation of counties, cities, and special districts, seeks a full-time Legal Assistant/Paralegal for its Tallahassee office. The position will focus on supporting our attorneys in the following practice areas:  local government, land use, general civil litigation and appellate work.  This is a hybrid role combining substantive paralegal work with legal assistant responsibilities.  

Duties and Responsibilities: 

· Assist attorneys with all phases of civil litigation, including pleadings, discovery, motions, and trial preparation
· Draft and proofread legal documents, correspondence, and court filings
· Conduct factual research and assist with legal research using LexisNexis
· File documents in Florida state and federal courts, including e-filing through the Florida Courts E-Filing Portal
· Maintain and organize case files, deadlines, and litigation calendars
· Coordinate depositions, hearings, and other litigation-related scheduling
· Communicate professionally with clients, court personnel, and opposing counsel
· Provide general administrative support to attorneys 

We offer a highly competitive salary and benefits package.  Send resume and references to:  Angela Matherne at amatherne@ngnlaw.com.

