
 

 
1121 MISSION STREET, SAN FRANCISCO, CALIFORNIA  94103 
310 8th STREET, SUITE 305, OAKLAND, CALIFORNIA 94607 

 
JOB ANNOUNCEMENT 

Position: Intake Coordinator (full-time, non-exempt position) 

API Legal Outreach is the largest social justice legal organization focused on the Asian/Pacific Islander 
and Latinx communities of the Greater Bay Area.  Founded in 1975, our mission is to provide culturally 
competent and linguistically appropriate legal representation for the most marginalized segments of the 
community including low-income women, seniors, immigrants, and youth. With offices in Oakland 
and San Francisco, our work is focused in the areas of Domestic Violence/Family law, Immigration and 
Immigrant Rights, Senior Law and Elder Abuse Prevention, Anti-Human Trafficking, Youth Violence 
Prevention, and Tenants’ Rights.   
 
Duties and Responsibilities: 
1.   Conduct initial intakes for potential clients through telephone screenings to determine eligibility for 
APILO services. 
2.   Direct completed intakes to staff as appropriate. 
3.   Provide information and referral assistance to community members. 
4.   Legal and clerical support services to attorneys and other staff, including interpretation and translation 
assistance, processing mail, and maintaining client files and database systems. 
5.   Provide telephone and client reception services. 
6.   Other office administration, reception and legal support duties as needed. 

  
Minimum Qualifications:  
1.   Bilingual in English and Spanish or an API language. 
2.   Ability to communicate effectively and work with underserved communities, including those with 
low-income, victims of domestic violence, seniors and/or those with disabilities. 
3.   Reliable, organized, detail-oriented and able to meet deadlines. 
4.   Ability to manage time, handle critical information, work independently, and work well in a team-
oriented, multi-cultural work environment.  
5.   High School diploma or equivalent.  
 
Preferred Qualifications: 
1.   Ability to interpret and translate in Spanish, Cantonese or Mandarin. 
2.   Demonstrated commitment to social justice. 
3.   Experience working with victims of trauma, domestic violence, sexual assault, and other violent 
crimes. 
4.   Computer skills, including knowledge of word processing and data entry programs. 
5.   General knowledge of office administrative operations and equipment, such as operating telephone 
system, postage machine, and copier. 
 
Hours: Minimum of 40 hours per week. 
Salary:  Salary commensurate with experience; Benefits: health insurance, vacation, holidays, sick leave. 
Start Date:  Applications will be reviewed on a rolling basis. 
Performance Examination: Candidates may be tested in job related knowledge, skills and abilities, which 
may include knowledge of business English and bilingual abilities.  
 
If interested, send cover letter, resume, and 3 professional references to: Personnel Committee, 
jobs@apilegaloutreach.org.  Position is open until filled.   
 

An Equal Opportunity Employer 
 


