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ILLINOIS COALITION AGAINST SEXUAL ASSAULT


SPRINGFIELD, ILLINOIS
Position Description for:  Legal & Communications Associate
I.
Title:


Legal & Communications Associate
II.
Reports to:

General Counsel and Communications Director
III.
Classification:

Exempt

PERFORMANCE RESPONSIBILITIES
1. Collaborate with General Counsel to provide timely technical assistance to ICASA rape crisis centers (“the Centers”).

2. Track pending sexual assault legislation, assist in development of fact sheets and summaries of legislation for distribution to the Centers and the ICASA website.

3. Assist General Counsel with preparing responses to inquiries from the Centers and other organizations and individuals about legal and policy issues regarding sexual assault.

4. Support General Counsel and Communications Director, including the following: (1) coordinate work of Public Affairs Committee, Regional Preventionists, Regional Advocates and other ICASA-related groups and committees staffed by General Counsel and Communications Director, (2) manage logistics for the Centers legislative visits, (3) plan and prepare for Illinois Imagines Public Policy Committee meetings and events, and (4) coordinate schedules, prepare agendas, reserve meeting space, manage RSVPs, prepare packets, record minutes and maintain files, as needed.
5. Research, collect and analyze data and draft written materials and training presentations on legal issues regarding sexual assault. Update ICASA legal materials as needed. 
6. Manage and maintain legal materials and files, including ordering and filing supplements to legal publications.

7. Assist Communications Director with posts and updates to ICASA website, ICASA Listserve and other electronic/social media outreach and response.

8. Prepare and send information for weekly mailings to the Centers, as needed, and process requests for brochures, ship materials and maintain brochure inventory.
9. Answer telephone when needed, respond to caller questions, if able, and direct calls to appropriate staff.
10. Perform other duties as may be necessary or assigned by the General Counsel and Communications Director.
11. Adhere to the philosophy and policies of the Illinois Coalition Against Sexual Assault.
QUALIFICATIONS
Education:

Bachelor’s Degree or Associate Degree.  Preferred majors or areas of focus include Political Science, Public Policy, Pre-Law, Criminal Justice, Communications and Paralegal Studies.  

Experience:

Completed at least two years of relevant, full-time professional work in a position related to law, policy, legislative process, lobbying, government relations, or non-profit management.

Job Knowledge:
Ability to contribute to legal and policy work pertinent to sexual assault and assist General Counsel with research and preparation of materials. Ability to clearly communicate legal issues and interpretations in oral and written form. Ability to support Communications Director by posting, updating and distributing materials electronically and in hardcopy. Ability to work with website content management and social media platforms. Ability to organize information, provide logistical support and professionally engage with diverse individuals. Ability to address complex issues with attention for detail and adjust as deadlines and priorities change. Be familiar with sexual assault issues from a feminist perspective.

Other

Requirements:

Proficiency with Microsoft Office suite.  Ability to travel; have own means of transportation.

I understand and accept the above job duties and confirm that I meet the above qualifications.
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