
 

December 2021 

LEGAL DIRECTOR / PROGRAM DEVELOPER 

Application Deadline:  January 10, 2022 

 

Cowlitz Wahkiakum Legal Aid seeks a Legal Director to lead, provide vision, direction, support and 

compliance to the delivery of our legal advice, counsel and representation programs. The Legal Director 

is responsible for the overall coordination and oversight of our various legal service delivery programs 

and our network of cooperating volunteer, staff and contracted attorneys who partner with the agency 

to provide services to the community. The ideal candidate is a visionary leader, embracing long term 

strategy, and program development to bring critical services to the communities who need it most. It is 

an exciting time of growth for Cowlitz Wahkiakum Legal Aid, and we seek an innovator who will help our 

clients and our staff thrive. 

Our Mission: Cowlitz Wahkiakum Legal Aid (CWLA) seeks justice in the civil courts for underserved 
people whose livelihood, family, and wellness are threatened.  We achieve this through education, 
advocacy, and engagement. 

Overview of the Position: CWLA is expanding to provide the services most in demand by our clients. Our 
typical services barely scratch the surface of need and it is our hope that the Legal Director will help us 
provide higher quality and more services in the areas we traditionally cover like family law, 
landlord/tenant, wills/estates, contracts/property, bankruptcy, restoration of rights, LFOs and criminal 
records and new programs to respond to the needs of particular communities and families involved in 
the child welfare system. Some direct client service will be necessary; however, the Legal Director will 
oversee the coordination of services in partnership with a variety of legal partners in our community, 
and our staff.  

The Legal Director reports to the Executive Director and will directly supervise a Legal 
Assistant/Paralegal, and partner in supervising three other office staff and the programs they support. 
This includes supervision and oversight of the quality of work provided in our programs through the 
work of other attorneys on staff, or in volunteer or contracted roles. The Legal Director will work with 
the Executive Director to implement the strategic direction of the organization. As part of the strategic 
plan of CWLA and in all of its work, race equity is an overarching value, in program development, 
program delivery, and operations. The Legal Director must work and lead in light of these principles and 
values.  

Cowlitz Wahkiakum Legal Aid 

1338 Commerce Ave., Suite F 

Longview, WA 98632 

(360)425-2579 

Email: cwlap@live.com 



The Legal Director will be responsible for recruiting, and cultivating Volunteer and Contracted attorneys 
to provide services in our legal services delivery programs. This involves joining and interacting in the 
local Bar Association, participating in local court committees and work groups that align with our 
strategic projects, and reaching out to community agencies and partners to form deep connections with 
marginalized communities and service providers. The Legal Director will be responsible for deciding 
which cases the agency takes on as full representation cases, and then monitors the work to ensure the 
highest quality. 

The Legal Director will lead the delivery of legal services with organizational skills and follow up, and stay 
apprised of the calendar and the work taking place in our various programs and ensure quality and 
compliance in all aspects of the work. 

Our agency is currently following COVID-19 protocols, pronouncements and recommendations.  
Currently, our office is closed to walk-in traffic, but staff is able to use the office to meet with clients as 
long as attention to health screening, cleaning, space requirements and vaccination status is met. As an 
organization, we value working as a team and look forward to when we can return to our office, which 
will ultimately be required on a regular Monday through Friday daytime schedule. To aid in remote work 
our agency provides laptops, office supplies, equipment and technology support. 

CWLA is an equal opportunity employer. We value a diverse workforce and an inclusive culture. CWLA 
encourages applications from all qualified individuals without regard to race, color, religion, sexual 
orientation, gender identity or expression, age, national origin, marital status, citizenship, disability, 
veteran status, socio-economic circumstance, or record of arrest or conviction. We do not conduct 
criminal background checks on our candidates. 

PRIMARY RESPONSIBILITES 

Race Equity: Participation in all of CWLA’s Race Equity work, policy development, training and projects. 

Legal Program Oversight, Leadership and Development: In collaboration with the Executive Director, 
lead and implement strategic goals of the agency. Establish quality and compliance standards for the 
delivery of all legal services programs of the agency. Oversee active cases, advice Executive Director on 
case selection for further services, and partner with staff and supporting attorneys to ensure the highest 
quality is delivered by the agency. 

Relationship Development: Develop relationships with Executive Director, Legal Assistant/Paralegal, 
staff, supporting attorneys, law firms, the local court, legal organizations throughout the state, the local 
tribal services provider, other community organizations. 

Personnel Management: Hire, train, supervise and support the professional development of the Legal 
Assistant/Paralegal, and partner in this for other office staff. 

Legal Resource and Advocacy: Provide analysis of court rulings and new legislation for the staff and 
supporting attorney team. Along with Executive Director, articulate CWLA’s interpretation and work in 
the community and in various marketing efforts. Coordinate and Collaborate with other Legal Aid 
organizations in the community and in the state, and engage actively with the local Bar Association to 
advance CWLA’s issues, mission and organization. 



Reporting, records management and general duties: Develop and prepare reporting and presentations 
to illustrate the services taking place for the community for various audiences. Ensure maintenance of 
accurate case files within Legalserver, our case management system. Attend CWLAs events and 
meetings on an ongoing basis. Help facilitate smooth functioning of the office and a solid understanding 
of office protocols and culture. Accept assignments from the Executive Director on a variety of issues in 
the everyday running of the agency. 

Language Skills: Written and/or spoken language skills in English, Spanish, Chinook Wa Wa, or Chuukese 
are a plus for this position. 

Developing Self and Others: CWLA has a commitment to self-driven training and development. The Legal 
Director is expected to complete required and recommended training and will be supported with time 
scheduled out of office duties and any enrollment expenses in order to do so. In addition, the Legal 
Assistant/Paralegal and office staff will be pursuing their own career development goals as well. The 
Legal Director will work to develop staff in developing new skills, taking leadership roles, and increasing 
responsibility.  

QUALIFICATIONS 

Three years of experience as a licensed attorney, working with staff and clients, and providing advice, 
counsel and representation.  

The attorney should be licensed in Washington State or have the ability to admit by motion to licensure 
in Washington State. Admission to Tribal Court may be required as well. 

The attorney should be up front and honest about any Bar-related disciplinary history, realizing that the 
application process is confidential to the Executive Director and a subcommittee of the Board of 
Directors of CWLA.  Many of our clients face unfavorable public backgrounds and CWLA appreciates the 
honest efforts and accomplishments associated with overcoming these issues.  

The attorney should have proven case management and interpersonal skills, and have the ability to 
provide guidance or seek out resources to provide guidance to other attorneys to ensure quality and 
compliance.  The attorney should have the ability to plan, establish objectives reach deadlines and 
evaluate progress. Excellent time management skills are necessary to manage one’s own work and 
provide guidance to others an assure completion of assignments and projects. 

The work we do at CWLA includes the following categories and experience in any/many or all of these 
categories directly apply to the Legal Director position:  Family Law, Housing, Wills/Estates, 
Contracts/Property, Bankruptcy, Immigration, Vacation of Criminal Record and Restoration of Rights, 
Child Welfare Investigations / ICWA. 

Strong written and spoken communication skills, collaboration and relationship-building skills are 
required, and a commitment to working with and centering community groups and marginalized 
communities. The ability to work both in service and in leadership roles with many diverse players is 
preferred. 

The ability to negotiate respectfully and professionally with opposing parties is essential in our work, as 
is the ability to network and build professional relationships in the legal community and the broader 



business community. Experience in preparing documents for court, appearing in court, and experience 
negotiating with opposing council is critical, as the Legal Director will be overseeing this work in others.  

The attorney will be competent in the use of an office computer, Microsoft applications, electronic 
databases, and email and research programs. 

A working familiarity with Race Equity concepts and Trauma Informed client interactions is a plus, and 
the Legal Director will engage in ongoing training and development in these areas along with our staff. 

This position is exempt and requires a willingness to work beyond a standard 7 hour workday, including 
evenings and weekend meetings and events.  

SUPERVISORY RESPONSIBILITY 

The Legal Director will directly supervise one Legal Assistant/Paralegal, and collaborate to supervise 
three other staff members. The Legal Director will supervise the work of other staff attorneys, volunteer 
attorneys, or contracted attorneys providing services through CWLA. 

WORK ENVIRONMENT 

The CWLA office is generally open between 9am and 4pm, Monday through Friday and is located in 
Downtown Longview, Washington. Working at this location during the hours listed is expected. 
Occasional remote work may be possible if it is well communicated and scheduled in advance. 

The physical demands and work environment described below represent those required and 
encountered by an employee to perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 Able to input information into a computer for long periods of time. 

 Able to remain stationary for extended periods. 

 Able to assess information communicated through a computer. 

 Able to work some evenings, weekends, and holidays. 

 Able to periodically work long and extended hours. 

 Able to travel locally/regionally as needed. 

This job description provides a general but not comprehensive list of the essential responsibilities and 
qualifications required. It does not represent a contract of employment. CWLA reserves the right to 
change the description and/or posting at any time without advance notice. This position is “exempt” 
under the Fair Labor Standards Act. 

As it relates to families and scheduling, the CWLA team works well together to support projects and 
office coverage for family situations that arise.  

CWLA has an employee policy related to workplace safety and protecting the health of other employees 
and the public . Vaccinations are required according to state guidelines, unless an approved exemption 
is in place. CWLA does have a vaccine exemption policy and procedure in place.  All employees are 
expected to follow workplace protocols to avoid infectious disease. 

COMPENSATION AND BENEFITS 



CWLA is dedicated to centering equity in all aspects of the organization and, as such, has adopted a 
salary range of $65,000 to $85,000 per year for the Legal Director position. This range indicates the 
intention to accommodate those with varying years of relevant experience, as determined by the salary 
scale. 

Benefits include two weeks of vacation, scheduled at least one month in advance, fully paid Holidays, 
and a $600 per month Health Stipend.  

An allowance for moving expenses may be available and is open for discussion for qualified candidates 
during the interview process.  

As with most non-profit agencies, CWLA is funded by generous grants which support employment 
opportunities within the agency. Continued funding is required to sustain the Legal Director position.  

APPLICATION PROCEDURE 

To apply, please email(1) a cover letter and (2) resume, and(3) a list of at least three attorney or judicial 
references including opposing council, to cwlap@live.com. Include in the subject line your name and 
Legal Director. In your cover letter, please indicate where you learned of the job posting. Applications 
will be accepted until January 10, 2022.  If adequate responses do not materialize, CWLA will post the 
position again.   

 

 

mailto:cwlap@live.com

