Columbia Law School





Assistant Director of Clerkship Advising
Grade 11
SOCIAL JUSTICE INITIATIVES
April  2018
Reporting to the Director of Judicial Clerkship Programs, the Assistant Director will administer clerkship counseling services for law students and recent graduates and will assist in the creation and delivery of professional development workshops, programs and resources to continue to build and sustain strong interest among the student body in clerking and to support students in their clerkship application process.  The Assistant Director is responsible for assisting with all aspects of administering, planning and implementing the mandate of the clerkship office.
Responsibilities:

1. In collaboration with the Director of the Judicial Clerkship Program, administer clerkship counseling services for students of the law school and recent alumni interested in securing US Supreme Court, federal district court and Courts of Appeals, state and specialty court clerkships. 50%
2. Assist in the creation and communication of print and digital clerkship resources for current students and recent alumni.  Create and conduct programs, professional development workshops, practice interview programs, symposia, networking receptions and similar events that allow current students and recent alumni to engage with faculty, judges and current clerks and become conversant with the contemporary issues and challenges in the judiciary. 25%
3. Oversee data entry into Salesforce, and provide analytics and reports for the Director of the Clerkship Program, members of faculty and others as requested. 10%

4. Oversee the work of the clerkship coordinator, particularly with respect to the processing of clerkship applications, tracking clerkship openings and other updates from judicial chambers, web resource updates, blog and newsletter production, and internal and external communications. 8%

5. Assist the Director of the Clerkship program as otherwise requested to execute the strategic vision of the Clerkship office, including planning and executing special projects/events, creating presentations, doing outreach to stakeholders, etc. 7%

Minimum Requirements:
Bachelor’s degree required, J.D. strongly preferred.  Must have 2-4 years’ experience in the legal field, counseling field or in another professional field.  Experience should include state or federal clerkship, career counseling, program planning and/or professional development experience; prior employment in an academic or other professional environment preferred. Excellent oral and written communication and interpersonal skills required. Computer literacy and ability to analyze and evaluate data required.  Familiarity with Symplicity and Salesforce a plus.
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