
Job Title: Legal Assistant – Estate Planning & Probate 

Primary Office Location: Mankato, MN 
Secondary Office / Training Location: St. James, MN 
Work Environment: Hybrid (after training period) 
Job Type: Full-Time (40 hours/week) 
Pay: $18.00 – $26.00 per hour (based on experience) 

Birkholz & Associates is a respected, high-volume law firm dedicated to providing 
exceptional legal services with integrity and compassion. We are seeking a skilled, 
proactive Legal Assistant – Estate Planning & Probate to support our growing practice. 

This position is primarily based in our Mankato office and offers a hybrid work 
environment following a training and onboarding period. Initial training will be 
conducted primarily in person at our St. James office, with ongoing collaboration and 
occasional in-person meetings in both St. James and Mankato as needed. 

The ideal candidate takes initiative, is highly organized, and communicates with clarity 
and professionalism while managing fast-moving workflows and deadlines in a high-
volume legal setting. 

Position Summary 

The Estate Planning & Probate Legal Assistant plays a key role in supporting attorneys 
by managing complex calendars, preparing and filing legal documents, coordinating with 
clients and third parties, and ensuring matters move smoothly from intake through 
completion. 

This role requires strong attention to detail, excellent client service skills, and the ability 
to manage competing priorities with minimal supervision. While hybrid work is available 
after training, reliable in-person availability for training, collaboration, and meetings is 
required. 

Key Responsibilities 

Client Service & Communication 

• Provide professional, efficient, and friendly service to clients and colleagues. 

• Maintain regular client communication regarding appointments, document 
requests, signatures, and procedural updates. 

• Coordinate communication between attorneys, clients, court staff, and third parties 
(financial institutions, county offices, vendors, etc.). 



Estate Planning Support 

• Draft, format, proofread, and finalize estate planning documents using firm 
templates (wills, trusts, powers of attorney, health care directives, transfer 
documents). 

• Schedule and coordinate signing appointments, witnesses/notaries, and post-
signing delivery of client copies. 

• Track follow-up items such as trust funding steps, beneficiary designation 
reminders, deed recordings, and client “next steps” checklists. 

Probate & Court Filing Support 

• Prepare, proofread, and file probate documents (petitions, notices, affidavits, 
inventories, correspondence, and closing documents) using firm templates and 
attorney direction. 

• Handle Minnesota e-filing, track deadlines, and confirm accepted filings. 

• Maintain accurate probate timelines, task lists, and ticklers to ensure deadlines are 
met in a high-volume environment. 

Administrative, Calendar, and File Management 

• Manage attorney calendars, schedule meetings, hearings, and deadlines with 
exceptional attention to detail. 

• Perform conflict checks and maintain accurate client and matter files. 

• Organize and maintain electronic and physical files to ensure documentation is 
complete, accurate, and searchable. 

• Prepare materials for client meetings and attorney reviews (binders, exhibits, 
indexing, document organization as needed). 

Work Environment & Location Expectations 

• Primary office: Mankato, MN 

• Training period: Conducted primarily in person at the St. James office 

• Hybrid work: Available after successful completion of training and onboarding 

• In-person collaboration: Occasional meetings and workdays in St. James and 
Mankato are required 



• Reliable transportation between office locations is necessary 

Required Qualifications 

• High school diploma or equivalent (associate or bachelor’s degree preferred) 

• Proficiency in Microsoft Office (Word, Outlook) 

• Excellent written and verbal communication skills 

• Strong organizational and time management abilities 

• High attention to detail and strong proofreading skills 

• Professional, respectful, and team-oriented demeanor 

• Ability to reliably commute to Mankato and St. James, MN 

Preferred Qualifications 

• 1–3 years of experience as a Legal Assistant or Legal Secretary (Estate 
Planning/Probate preferred) 

• Experience with online court filing systems (Minnesota e-filing preferred) 

• Familiarity with estate planning and probate terminology and workflows 

• Experience supporting multiple attorneys in a fast-paced environment 

• Knowledge of dictation and transcription tools 

Benefits 

• Competitive hourly wage based on experience 

• Competitive bonus structure 

• 401(k) retirement plan 

• Paid time off and holidays 

• Supportive, collaborative team environment 

• Opportunities for professional growth and advancement 

To Apply 

Please submit your resume and a cover letter that includes your expected salary and 
responses to the following questions: 



1. What skills or experience do you have that would help you succeed in this role? 

2. What motivates you to do your best work beyond a paycheck? 

Send applications to: Amy Pankratz – apankratz@birkholzlaw.com & Taliesen Burrows 
– tburrows@birkholzlaw.com 

Subject line: Legal Assistant for Estate Planning and Probate 
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