
 

CWJ Paralegal Job Description 
 

This is a role in a new legal charity which aims to hold the state to account around violence 
against women and girls. In our first two years we have raised significant funding, secured a 
Legal Aid contract in Claims Against Public Authorities and Public Law, and taken on our first 
strategic cases. We have also held conferences around the country and established a network 
of stake holder groups.  
 
Our primary aim is to undertake strategic litigation as well as improving access to justice for 
victims of male violence. We need a paralegal with some experience of working in a legal 
practice to assist with casework and occasionally with other areas of our strategic legal 
development. S/he will support the work of his/her supervising solicitor and generally assist as 
part of a team with the wider work of the organisation, including liaison with partner 
organisations regarding case enquiries and referrals, and the administration of training, 
conferences, meetings and events. 
 
Tasks 
 

Assisting with conduct of the supervising solicitor's casework including: 
 

- Undertaking legal and other research  
- Taking statements from clients and witnesses  
- Preparing legal aid funding applications and applying for amendments to scope and 

costs limitations 

- Reviewing and organising evidence, disclosure and other material 
- Preparing bundles for counsel, experts and trial 
- Attending court to lodge papers and take notes at hearings 

- Assisting with billing and preparation of costs schedules 

- Maintaining orderly case files and ensure compliance with SQM requirements 

 

Assisting with the operation of CWJ's legal reference panel, including: 
 

- Obtaining details and responding to new enquiries and liaising with partnering 
lawyers for the referral of cases 

- Identifying and monitoring test case issues and state failures around violence 
against women and girls  

- Assisting with the organisation of training, conferences and other events 

 


