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STEP 2:          Click on "Careers and Opportunities"

 

                                  "Jobs"

                     Click on "Apply Now"

                             You will be redirected to ADP

HOW TO APPLY
STEP 1:           Go to https://legalaidnyc.org/

                        

 Getting Started 

                         PART  1 

Search by
title, and
click on

the title to
apply 

http://www.legal-aid.org/
https://legalaidnyc.org/
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         Getting Started

         Contact Information

         Documents

         About You

         EEO Information (Optional)

         Signature

The sections 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.

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. 

THERE ARE 6 SECTIONS WITHIN OUR APPLICATION PROCESS. 

1.

2.

3.

4.

5.

6.

        

APPLICATION TIPS:

APPLYING FOR MULTIPLE JOBS
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SECTIONS 1 + 2 

1.Getting Started
Check the box and click the arrow
 to begin the application process

2.Contact Infomation

    Fill out you contact information in this section

    If you have filled out another application, ADP
    will automatically populate your information



The system cannot distinguish between a PDF and word document. You must make sure you have
combined and submitted all of the required documents as a SINGLE PDF. You can change your
documents BEFORE you move to the next section.
The maximum file size for this PDF is 4 MB, so make sure that your file is not larger than this
TIP: have you materials ready to upload in advance and clearly labeled for the job you are applying
for:

 example "Civil Practice Application PDF."

***PLEASE NOTE***
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You must upload a SINGLE PDF

containing the required documents.

Visit our website for tips on how to

create PDF documents.

For employment we require the

following documents:

Cover Letter for the specific

position;

Resume;

Writing Sample;

Unofficial Transcript. 

References.    

REQUIRED DOCUMENTS

SECTION 3 

3.Upload Documents
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SECTION 4

4. About You

In this section, we will ask you a series of questions to get to know more about you as
a candidate. Please answer these questions truthfully and to the best of your ability.
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SECTION 4 CONT.

4. About You
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SECTION 4 CONT.

4. About You

If you aren't admitted to practice law in NYS we will ask you if you are
admitted in another state and whether you are eligible to waive in (Pro
Hac Vice)

Some questions will lead into additional questions depending on the answers
you provide, for example:

In addition, not being admitted to practice in Federal Court WILL NOT hurt
your candidacy in any way.
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SECTION 5

5. EEO

We are Federally
required to ask you

this infomation,
however your
response is
completely
optional.

Clicking on the green hyperlinks will allow you to see Federal government
definitions for those categories.
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SECTION 6

ELECTRONIC SIGNATURE 

DATA PROTECTION STATEMENT 

6. Signature

Click on the green hyperlinks to open the documents and
peruse their contents. Checking the box is equivalent to

your electronic signature. 
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We encourage you to click on the green hyperlinks and visit
our website and check out our content. Additionally, please
like/subscribe/follow us on social media by clicking on the

respective icons. 

Your Submission Is Complete
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Frequently Asked

Questions

CAN I APPLY FOR MULTIPLE JOBS? CAN I SUBMIT THE SAME COVER LETTER FOR EACH JOB? 

YES, YOU CAN APPLY FOR MULTIPLE POSITIONS AT THE LEGAL AID SOCIETY. PLEASE MAKE
SURE YOU REVIEW THE QUALIFICATIONS FOR EACH POSITION BEFORE YOU BEGIN THE
APPLICATION PROCESS. APPLICANTS SHOULD SUBMIT A DIFFERENT COVER LETTER IF THEY
APPLY FOR MULTIPLE POSITIONS. 

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 10:00AM AND 4:30PM. WE WILL RESPOND TO EMAILS BETWEEN 2-3
BUSINESS DAYS. 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.

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. 

For more detailed  FAQs check out our career site.  

https://recruiting.adp.com/portal-upload/RMPOD3WebDocument/2020/7/clientdata_1143211/24/1210/04879cbe-15cc-49f6-9e76-bebe1c1de93d.pdf
https://recruiting.adp.com/src/tap_FAQ.dbprop?x=y&oemID=RTI_1143211&_ext=pdf+

