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 Getting Started 

STEP 1:           Go to www.legal-aid.org
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Search by
title &
click

Apply
now 

Click       for
hyperlink

http://www.legal-aid.org/
http://www.legal-aid.org/
https://recruiting.adp.com/srccar/public/RTI.home?c=1143211&d=ExternalCareerSite


HOW TO APPLY
 

 

PART 2

Overview of the 

Application in ADP  

THERE ARE 10 SECTIONS YOU MUST COMPLETE WITHIN OUR

APPLICATION PROCESS. THEY ARE:

 

         CONTACT INFO

         SELECT SOURCE

         DOCUMENTS

         DISCLAIMER #2 STATEMENT

         EEO INFORMATION (OPTIONAL)

         EEO PAGE #2

         ELECTRONIC SIGNATURE

         DATA PROTECTION STATEMENT

         PRELIMINARY QUESTIONS

         APPLICATION FORM

 

 

 

 

 

 

 

 

APPLICATION TIPS:

Sections 1-10 are the same for each practice area. Your cover letter needs

to be addressed for the job you are applying for. Review the description

for each position in advance and tailor your cover letter to that job

 

APPLYING FOR MULTIPLE JOBS

Once you create an account, you can apply for multiple jobs. The

information in most sections automatically populates again, but make

sure what you have submitted is accurate. Each position requires an

electronic signature again. 
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SECTIONS   1-3

 

CONTACT INFO

 

 

 

 

SELECT SOURCE

 

 

 

 

 

 

 

REQUIRED DOCUMENTS

 

You must upload a PDF containing

the required documents. Visit our

website for tips on how to create PDF

documents.

 

For employment we require the

following documents:

a cover letter for the specific

position;

resume

writing sample

unofficial transcript     

 
 
PLEASE NOTE

The system cannot distinguish between a PDF and word document. You must make sure you have
submitted all of the required documents as a PDF. You can change your documents BEFORE you move to
the next section
Do not use social media sites to upload your document (LinkedIn, GoogleDrive, or Dropbox, etc)
TIP: have you materials ready to upload in advance and clearly labeled for the job you are applying for:

 example "Civil Practice Application PDF"
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SECTIONS 4-8 

DISCLAIMER #2 STATEMENT 

EEO AND EEO PAGE #2  

ELECTRONIC SIGNATURE 

DATA PROTECTION STATEMENT 

TIP: Please read this section carefully. Once you click
"Agree" you cannot go back to the Document section
of the application. 
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SECTION 9: PRELIMINARY QUESTIONS

Section 9 consists of some of the Preliminary Questions. Questions vary

by position and are subject to change. Most of these questions require a

narrative response so please review them and prepare answers in

advance. 
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SECTION 9: PRELIMINARY QUESTIONS (Continued)

 
ON CAMPUS INTERVIEWS 

Students who also wish to be considered for an On-Campus Interview (OCI) at their school
should answer "YES" and list the school they attend.
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APPLICATION FORM

Section 10 is the Application Form. It

consists of several different sections. Please

complete all sections. You will have a

chance to review it at the end, and make

changes.

 

TIP: 

Select pending if you are scheduled to take the bar

examination

Attorneys admitted in New York should select "YES"

 

 

TIP: 

You will be asked to submit three references for

employment. Please have those names and contact

information in advance of starting an application.
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FAQs

 
CAN I APPLY FOR MULTIPLE JOBS?
 
YES, YOU CAN APPLY FOR MULTIPLE POSITIONS AT THE LEGAL AID SOCIETY. PLEASE
SURE TO REVIEW THE QUALIFICATIONS FOR EACH POSITION BEFORE YOU BEGIN THE
APPLICATION PROCESS.
 
 
 
 

HOW DO I CONVERT A WORD DOCUMENT TO PDF?

I EMAILED JOBPOSTQUESTIONS@LEGAL-AID.ORG AND HAVEN'T HEARD BACK!
 

WE REVIEW A HIGH VOLUME OF EMAILS. WE ARE AVAILABLE MONDAY-FRIDAY

BETWEEN THE HOURS OF 9:30AM AND 4:30PM. PLEASE BE PATIENT WITH US AND

WE WILL GET BACK TO YOU AS SOON AS YOUR EMAIL IS REVIEWED. 

HOW DO I CHECK THE STATUS OF MY APPLICATION?
 
YOU CAN VIEW YOUR JOB APPLICATION STATUS BY SIGNING IN TO THE
PORTAL.
 
 
HOW DO I APPLY FOR AN ON-CAMPUS INTERVIEW?
 
PLEASE CHECK WITH YOUR CAREER SERVICES OFFICES TO SEE IF WE CONDUCT OCI'S AT YOUR
LAW SCHOOL. FOLLOW THEIR PROCEDURES FOR APPLYING FOR AN OCI. YOU MUST ALSO
UPLOAD YOUR DOCUMENTS TO OUR RECRUITMENT PORTAL AS WELL IN ORDER TO BE
CONSIDERED FOR AN OCI INTERVIEW. PLEASE NOTE OCI INTERVIEWS ARE ONLY SCREENING
INTERVIEWS, AND YOU MAY BE INVITED TO RETURN FOR A FIRST-ROUND INTERVIEW,
DEPENDING UPON THE POSITION. 
 

WHAT IF I DON'T HAVE ALL OF MY REFERENCES READY?
 
THE REQUIREMENTS FOR REFERENCES VARIES DEPENDING UPON THE POSITION YOU ARE
APPLYING FOR. WE HIGHLY RECOMMEND THAT YOU HAVE THOSE REFERNCES READY PRIOR TO
APPLYING FOR ANY STAFF ATTORNEY, PARALEGAL, SOCIAL WORKER, INVESTIGATOR OR ANY
OTHER POSITION FOR EMPLOYMENT. 

Here are answers to frequently asked questions FAQs about the Careers site

Click       for
hyperlink

https://recruiting.adp.com/srccsa/word_toPDFDirections.dbprop?x=y&oemID=RTI_1143211&_ext=pdf
https://recruiting.adp.com/srccsa/word_toPDFDirections.dbprop?x=y&oemID=RTI_1143211&_ext=pdf
https://recruiting.adp.com/srccsa/word_toPDFDirections.dbprop?x=y&oemID=RTI_1143211&_ext=pdf
https://recruiting.adp.com/srccsa/word_toPDFDirections.dbprop?x=y&oemID=RTI_1143211&_ext=pdf
https://recruiting.adp.com/srccsa/word_toPDFDirections.dbprop?x=y&oemID=RTI_1143211&_ext=pdf
https://recruiting.adp.com/src/tap_FAQ.dbprop?x=y&oemID=RTI_1143211&_ext=pdf+

