
 

New Haven Legal Assistance Association Seeks to hire an Office & Legal Support Manager 
 

About the Position 
New Haven Legal Assistance Association, Inc. (NHLAA), a nonprofit legal services organization, 
seeks an experienced Office & Legal Support Manager to oversee the organization's 
administrative support functions and supervise the legal support staff, including legal assistants, 
secretaries, and the office assistant. This position works closely with the Executive Director and 
management team to coordinate office administration, support the Board of Directors, and 
ensure the efficient operation of the organization's administrative functions. 
 
About New Haven Legal Assistance 
NHLAA is a legal aid organization, founded in 1964 in the midst of the Civil Rights movement. 
We were established on the principle that everyone, regardless of race or income, should have 
equal access to the justice system. We work side by side and in relationship with the 
community in order to lift up our clients’ voices and achieve racial, economic, and social justice.  
NHLAA serves clients living in 22 cities and towns in the Greater New Haven and Lower 
Naugatuck Valley communities. Our client base are primarily people of color impacted by the 
legacy of structural racialization, systemic racism, and implicit bias. Our clients include children, 
low-wage workers, domestic violence survivors, individuals with disabilities, seniors, and 
immigrants. 
 

Primary Responsibilities 

 Management & Supervision  

• Supervise NHLAA's legal assistants, secretaries, and office assistant, including 

onboarding, assigning and monitoring workflow, identifying professional development 

opportunities, and addressing day-to-day issues. 

• Assist with recruiting, onboarding, and training administrative support staff. 

• Ensure administrative support functions are carried out efficiently and effectively. 

• Serve as a resource to administrative staff and assist with resolving operational issues as 

they arise. 

• Maintain positive working relationships with members of the management team and 

staff. 

 

Board of Directors and Event Support   

• Works with the Executive Director to support and manage activities related to the Board 
of Directors, including attending all board meetings, arranging logistics for Board and 



committee meetings, preparing the agenda and minutes, supporting new Board 
members during the onboarding process, and making sure all Board members have 
resources to effectively participate and perform their Board functions. 

• Prepare and distribute agendas and supporting materials for executive meetings as 
assigned.    

• Provide administrative support related to board and committee functions, including 
agenda preparation and materials distribution to board members.    

• Support logistics for NHLAA’s fundraising and development activities and events.  
 

Office Administration & Coordination 

• Manage office supplies, equipment, and administrative resources. 

• Coordinate incoming and outgoing mail and other administrative communications. 

• Maintain petty cash, log incoming checks, and perform assigned administrative financial 

support functions. 

• Assist with planning and coordinating staff meetings, organizational events, and internal 

activities. 

• Provide logistical support for fundraising and development events. 

• Perform other related duties as assigned. 

Qualifications 

• Associate's degree preferred; an equivalent combination of education and relevant 

experience will be considered. 

• Experience managing and supervising a team 

• Experience supporting executive leadership and/or a Board of Directors preferred. 

• Strong organizational, interpersonal, written, and verbal communication skills. 

• Demonstrated ability to prioritize competing priorities, manage multiple deadlines, and 

maintain strict confidentiality. 

• Proficiency with Microsoft Office Suite (Outlook, Word, Excel, and PowerPoint) and the 

ability to quickly learn new technology platforms. 

• Ability to work independently, exercise sound judgment, and anticipate organizational 

needs.  

• Commitment to and passion for NHLAA’s mission is highly desired.    

Location 

• The primary office is located in New Haven, Connecticut. Occasional travel to the Derby 

office may be required. 

Compensation 

• The salary range will be $80,000-90,000. We offer generous benefits, including a 403(b)-
retirement plan; health, dental, vision, and short-term disability insurance; sick leave; 
vacation; and most observed state and federal holidays. 
 



Application Instructions 

• Please send a cover letter, resume, and list of at least three references to 
employment@nhlegal.org. NHLAA invites all applicants to include in their cover letter a 
statement about how your unique background and/or experiences might contribute to 
the diversity, cultural vitality, and perspective of our staff and legal services practice.  
 

Equal Opportunity Employer Statement  

• New Haven Legal Assistance is an Equal Opportunity Employer. We are committed to 
providing equal employment opportunities to all individuals regardless of age, race, 
color, national origin, citizenship status, disability (physical or mental), religion, creed, 
sex, gender, gender identity and/or expression, sexual orientation, marital status, 
genetic information, or any other characteristic protected by federal, state, or local law.  
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