
 

 

LEGAL ASSISTANT-Part Time 
 
OVERVIEW: Supports in-house legal department by providing assistance with contract 

management, maintaining corporate records, conducting research, drafting 
documents of varying complexity, creating and maintaining the legal database, and 
providing support and assistance to legal counsel in addressing legal needs of various 
departments within the organization.  

 
FLSA STATUS: Non-exempt  REPORTS TO: Legal Counsel 
 
ESSENTIAL FUNCTIONS: 
1. Manage and maintain Legal Database, summarize legal documents, maintain corporate records, and 

track contract renewals and deadlines; 
2. Draft and review legal documents of varying complexity; 
3. Conduct legal research, analyze statutes, case law, legal articles, treaties, administrative codes, etc., and 

summarize findings;  
4. Assist in drafting form templates, policies, and procedures;  
5. Maintain database of SAM copyrights and trademarks, and track renewal dates; 
6. Manage outside counsel budget and invoices; 
7. Act as effective and responsive liaison between legal department and other departments; 
8. Conduct initial analysis of requests for legal review submitted by the various departments, provide 

summary of requests, and track requests & responses; 
9. Set-up and maintain legal filing system, and organize records and files;  
10. Basic administrative duties, including coordinating and scheduling meetings, ordering supplies, 

preparing expense reports, etc.; 
11. Maintain confidentiality and utilize discretion and tact in daily work; and 
12. Perform other duties as may be assigned as position evolves.   

 
QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Bachelor’s degree preferred, but will consider candidates with paralegal certificate and/or strong 
experience (2-4 years’ experience in an in-house legal department or law firm), or equivalent 
combination of education and experience.  

2. Database experience and/or understanding of legal principles & terminology a plus.  
3. Excellent organizational, analytical, and problem-solving skills.  
4. Exceptional written and verbal communication skills.  
5. Strong attention to detail. 
6. Highly motivated self-starter with ability to support (and when appropriate manage) legal projects with 

varying degrees of oversight. 
7. Ability to prioritize and manage numerous projects concurrently. 
8. Willingness to get involved in all aspects of the team’s work (from routine to complex). 
9. Strong proficiency in MS Office products, including Word, Excel, Outlook.  
10. Ability to maintain professional appearance and demeanor in office setting. 
11. Ability to represent the Museum with a high level of integrity and professionalism.  
12. Ability to maintain confidentiality of sensitive information. 
13. Ability to adhere to Museum policies and to support management decisions in a positive, professional 

manner. 

The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 

application, cover letter and resume.   
 
Deadline: Open Until Filled 

http://visitsam.org/careers

