Administrative Law Clerk 
The Hon. S. Bernard Goodwyn of the Supreme Court of Virginia is seeking a motivated, organized professional to provide administrative and legal research and writing support. 

Essential Duties & Responsibilities: 

The Administrative Law Clerk is tasked with legal research and writing responsibilities, which include researching, analyzing, and briefing cases heard by the Court, as well as editing and assisting with the drafting of orders and opinions. The Administrative Law Clerk is also tasked with office administration, which includes drafting correspondence, interacting with court personnel, organizing and compiling documents, maintaining schedules, drafting memoranda, maintaining and processing files, and managing mail and supplies.   
Minimum Qualifications/Experience: 

The successful applicant will have a strong interest in appellate law; and will have excellent organization, communication, and legal skills, along with a keen attention to detail. The most competitive applicant will have a strong academic record or substantial legal and/or administrative experience, including in-depth knowledge of the Virginia legal system, excellent organizational and interpersonal skills, strong research and writing skills, and proficiency in Microsoft office systems. Problem-solving and research skills, flexibility, and the ability to work both independently and as part of a team are essential. A law degree is required.  
Additional Information:
The position is located in Chesapeake, Virginia, and will begin in August 2022.  
To Apply:

Please email a cover letter and resume to bquigley@vacourts.gov. 
Applications will be accepted on a rolling basis. 

