



PRO BONO COORDINATOR





Job Description

1. Interface with Directing Attorneys of the five LF law projects to determine their pro bono service needs.
a. Learn about substantive law areas in which the Law Projects have a need for outside pro bono assistance; consider client need, suitability of subject matter for efficient and effective training, and amount of time required for LF staff to prepare for trainings and pro bono referral attorney supervision. 

b. Once substantive law area needs are determined, agree upon how frequently trainings should be offered, as well as location and other Directing Attorney preferences.
c. Seek input from Directing Attorneys on which law firms have been successfully involved in pro bono programs in the past and which new firms and attorneys may be interested in learning about our program and opportunities.
2. Facilitate substantive law training sessions for the three “direct services” law projects (LACY, MHAP and ALS), to train pro bono private attorneys.  
a. Schedule:  3 – 4 annual training sessions for MHAP Social Security Administration disability benefits hearings; 3 – 4 annual training sessions for LACY Guardianship cases; and 1 or 2 annual training sessions for ALS consumer protection cases and/or simple estate planning.
b. Arrange a venue for the training session, either at a private law firm, donated corporate conference room, or at LF offices.

c. Publicize these trainings through websites of the LF, County Bar and Legal Aid Association of California, and send email alerts to law firm Pro Bono Coordinators as well as individual attorneys previously indicating interest.

d. Work with LF staff to ensure training materials are prepared and/or updated, photocopied, etc. (possibly with assistance from sponsoring law firm or corporation).

e. Prepare and manage necessary MCLE attendance forms to ensure training credit is available to participating attorneys.

f. Attend and help facilitate training session.

g. Optional:  arrange videotaping of training session, which may subsequently be used in lieu of live presentations.

3. Identify private litigation teams to co-counsel cases with FHLP and PILF.
a. Predatory Lending cases:  Work with Directing Attorney of FHLP to identify new law firms available for co-counseling, and seek “repeat” predatory lending co-counselors to take on new cases. Recently, FHLP has carried a caseload of 7 – 10 active cases and usually has 2 or 3 other cases under assessment.  Because many private firms have conflicts due to their representation of banking clients, it is an important but challenging job to identify firms capable of undertaking these cases. 
b. Other FHLP cases (fair housing, etc.).  Work with FHLP Directing Attorney to secure co-counselors in these cases (generally with fewer conflict problems).
c. PILF cases.  Work with the Directing Attorney of PILF to arrange for co-counselors in these cases (typically 2 – 3 active cases annually, with several others under investigation and assessment).  Because a number of law firms are interested in taking on these “impact cases,” there is usually  a queue of firms eager to be chosen.
4. Act as Liaison between LF and private law firms, particularly with their internal Pro Bono Coordinators, if they have them.  
a.  Maintain contact information, notify them of upcoming trainings and available cases, respond to their inquiries re same.
b. Check in with law firm contacts occasionally to determine their availability and interests.
5. Conduct Outreaches to interested private firms and in-house counsel departments.  With the participation of one or more Directing Attorneys or the Executive Director, meet with interested members of firms or law departments to familiarize them with the LF’s organization, work and client population.  Identify their attorney pro bono interest areas and suggest opportunities that may interest them.  Follow-up with training suggestions and/or case referrals as appropriate.
6. Respond to inquiries for pro bono information that arrive through LF Website or other contacts.  Send out Pro Bono Information Packets and maintain completed Pro Bono Interest Forms when returned. 
7. Update the LF Pro Bono website section. 
