
 
 

JOB ANNOUNCEMENT 
BILINGUAL INTAKE SPECIALIST  

(FULL-TIME) 
 

PROGRAM DESCRIPTION 
The Law Foundation of Silicon Valley seeks a bilingual Intake Specialist to support the work of our Health Law Program.  
The Law Foundation advances the rights of under-represented individuals and families in our diverse community 
through legal services, strategic advocacy, and educational outreach. The Health Law Program encompasses two 
projects: Mental Health Advocacy Project and Health Legal Services. Mental Health Advocacy Project empowers people 
identified as mentally or developmentally disabled to live more independent, secure and satisfying lives through the 
enforcement of their legal rights and the advancement of their social and economic well-being.  Health Legal Services 
removes barriers to health stability and secures justice by providing comprehensive legal services to individuals living 
with chronic or life-threatening health conditions.  The Pro Bono Housing Program prevents eviction and helps maintain 
safe, stable housing for low-income Santa Clara County residents. 
 
Now with 90 employees, the Law Foundation is the largest provider of free legal services in the South Bay.  Located in 
downtown San Jose, the Law Foundation is a dynamic and interesting place to work.  We pride ourselves on fostering a 
work environment that is motivating, collaborative and fun, with plenty of opportunities for professional growth.  The 
Law Foundation believes in providing the highest quality of legal representation to its clients.   
 

JOB DESCRIPTION   

The Intake Specialist is our front-line staff person responsible for screening potential clients requesting services from the 
Law Foundation. The Intake Specialist determines whether each potential client meets the various eligibility criteria for 
our programs, and if so, transfers the case to an attorney or advocate for further legal assistance and possible 
representation. The Intake Specialist also gives referrals, connects clients with community resources, and participates in 
outreach activities. The Intake Specialist may also work with attorneys on client case work. This is a fast-paced position 
with significant client contact. 
 
PRIMARY DUTIES 

 Interview clients to determine eligibility for services by telephone or in-person 

 Gather information and data to verify eligibility for services, summarize prospective clients’ legal problems, and 
document requests for service 

 Consult with attorneys and advocates regarding cases, and provide counsel and advice to clients with attorney 
supervision 

 Provide clients with information and referrals to community resources 

 Attend community meetings, events, and outreaches that concern or impact clients 

 Check in with supervisors, attorneys, and advocates regularly 

 Participate in client case work and advocacy, including preparing appeal documents, requesting medical records, 
and making follow-up calls to government agencies and medical providers 

 Prepare demographic data and other reports 

 Assist with fundraising activities 
   
DESIRED QUALIFICATIONS 

 Bilingual in English and Spanish or English and Vietnamese is required 

 Strong interviewing skills and the desire to interact with many people on a daily basis 

 Experience with or general knowledge of issues affecting people with disabilities and low-income people 

 Commitment to the rights of individuals with disabilities and low-income individuals 



 Experience working with and/or sensitivity to underrepresented communities, including people living with mental health 
disabilities and chronic or life-threatening health conditions or other disabilities, people of diverse ethnic, cultural and 
linguistic backgrounds, people experiencing homelessness, people currently or formerly involved with the criminal justice 
system, active drug users, and members of the LGBTQ community 

 Understanding legal concepts and materials 

 Ability to handle detail-oriented administrative tasks 

 Ability to interact professionally with office staff and clients 

 Ability to work independently and as part of a team 

 Ability to be flexible, multi-task and take direction from multiple sources 

 Experience using Microsoft Office: Access, Outlook, Excel, PowerPoint, Word 

 Candidates of diverse ethnic, cultural and linguistic backgrounds, persons living with disabilities, and members of 
the LGBTQ community encouraged to apply 
 

PHYSICAL REQUIREMENTS: 

 Frequent use of computer keyboard and telephone 

 Use of office equipment, such as copier, printer, and fax 
 

COMPENSATION 
Hourly rate starts at $24.14/hour; compensation based upon comparable experience.  All compensation determined by 
the wage table of the current Collective Bargaining Agreement between SEIU Local 521 and LFSV.  Excellent benefits 
provided, including paid holidays, vacation, health insurance and 401(k). More information regarding the Law 
Foundation is available on our website: www.lawfoundation.org. 
 
The Law Foundation is an Equal Opportunity Employer/Affirmative Action Employer.  We encourage people of color, 
women, people living with disabilities, older people, and lesbian, gay, bisexual, and transgender people to apply.  It is 
the policy of the Law Foundation to prohibit discrimination and harassment of any type and to afford equal 
employment opportunities to employees and applicants, without regard to race, color, ethnicity, ancestry, religion, 
age, sex, gender, sexual orientation, gender identity/expression, pregnancy, medical condition or genetic information, 
veteran status, national origin, disability, marital or other protected status.  The Law Foundation will conform to the 
spirit, as well as the letter of all applicable laws and regulations. 
 
APPLICATION PROCESS: 
Please submit the following via e-mail to intake.job@lawfoundation.org: (1) a resume, (2) three professional references, 
and (3) a cover letter that explains your interest in and qualification for the position and also addresses the following 
question:  
 

In order to best serve our clients and our community, the Law Foundation is committed to creating a 
diverse and inclusive workplace in which differences are acknowledged and valued. How has your 
personal background or experiences, professional or otherwise, prepared you to contribute to social 
justice, race equity and diversity among our staff? 
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