
Company:   Eastside Legal Assistance Program (ELAP) 

Job Title:  Program Director 

Industries:  Nonprofit Charitable Organization 

Location:  Bellevue, Washington 

Years of Experience: 3+ to 6 years 

Job Type:  Full time employee 

 

Program Director Job Description 

 

We are looking for a highly motivated person to manage our volunteer legal services 

programs. The person will work independently and with others to help meet the legal 

needs of low income people and survivors of domestic violence. The perfect candidate 

will also be able to assist in expanding funding resources available to (ELAP). 

 

Responsibilities include but are not limited to: 

1. Providing direct oversight of program services (legal advice clinics, lectures, brief 

services, direct representation, and interpreters) including monthly, quarterly, and 

yearly reports to the Executive Director 

2. Supervising Clinic Coordinator and Community Outreach Manager  

3. Overseeing organizing lectures, workshops, and Continuing Legal Education classes 

4. Developing new program services to provide legal services to underserved clients  

5. Developing and maintaining relationships with community partners in East King 

County, in the domestic violence community, and the legal community 

6. Recruiting, training and supporting volunteer attorneys in coordination with the 

DVLP Managing Attorney 

7. Maintaining good communication and positive relationships with volunteer 

attorneys to promote continued involvement with ELAP 

8. Supervising Volunteer Manager 

9. Overseeing recruiting, training and managing of office and clinic volunteers 

10. Researching and analyzing data pertaining to the need for legal services in East and 

North King County 

11. Assisting the Executive Director in development and fundraising activities 

 

Position Requirements: 

1. Ability to work effectively with pro bono attorneys 

2. Highest level of professionalism with the ability to maintain confidentiality. 

3. Basic understanding of legal concepts, procedures and terminology  

4. Effective verbal and written English communications skills 

5. Excellent organizational skills with ability to prioritize, coordinate and 

simultaneously maintain multiple projects with high level of quality and productivity. 

6. High initiative and self-starter  

7. Critical thinking and problem solving skills  

8. Demonstrated intermediate to advanced skills in Microsoft Word, Excel, Power Point 

and Outlook, Internet navigation; experience with legal databases preferred. 



 

Working Conditions and Work Hours 

Work Hours:  40h/week. Will include some evening work 

Education: Bachelor’s Degree 

Salary:  $38,000 - $44,000 (Based upon experience and qualifications) 

Benefits: Partial company paid health Insurance, 401(k) 

 

Send resume and cover letter describing experience and interest in working for Eastside 

Legal Assistance Program to: stan@elap.org 

 

Company Description: 

Eastside Legal Assistance Program provides legal services to low income people on the 

Eastside and to survivors of domestic violence from all of King County. There are many 

low income individuals and families on the Eastside who need but cannot afford legal 

services. There are also many survivors of domestic violence in King County who need 

legal assistance from an attorney to protect them from the violence which threatens 

them and often their children. Volunteer attorneys, our staff DV attorney, and our 

paralegal provide the needed legal services through advice clinics, brief services 

appointments, workshops, and direct representation. 

 


