
Job Title: Legal Assistant – Family Law 
Location: Mankato, MN 
Job Type: Full-Time (40 hours/week) 
Pay: $18.00 – $39.00 per hour (based on experience) 

About Us: 
Birkholz & Associates is a respected, high-volume law firm dedicated to providing 
exceptional legal services with integrity and compassion. We are currently seeking a 
skilled and proactive Legal Assistant to join our Mankato office. This is an excellent 
opportunity for a detail-oriented professional interested in Family law to support a team 
of dedicated attorneys. 

Position Summary: 

The Legal Assistant will play a key role in supporting attorneys by managing complex 
calendars, preparing legal documents, coordinating with clients and courts, and ensuring 
the smooth operation of daily legal processes. The ideal candidate is highly organized, 
communicative, and capable of working independently in a fast-paced environment. 

Key Responsibilities: 

• Provide professional, efficient, and friendly service to clients and colleagues  
• Draft, proofread, and file legal documents including pleadings, motions, 

discovery, and trial notebooks  
• Manage attorney calendars, schedule meetings, court appearances, mediations, 

ENEs/SENEs, and depositions  
• Perform conflict checks and maintain accurate client and case files  
• Handle e-filing with Minnesota courts and track legal deadlines  
• Coordinate communication between attorneys, clients, and court officials  
• Conduct legal research and assist with case preparation  
• Attend meetings or court proceedings as needed to take notes and provide support  
• Maintain confidentiality and uphold the firm’s professional standards  

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  
• Ability to manage multiple priorities and meet critical deadlines  
• High attention to detail and strong proofreading skills  
• Professional, respectful, and team-oriented demeanor  
• Ability to reliably commute to or relocate to Mankato, MN  



Preferred Qualifications: 

• 2–25 years of experience as a Legal Assistant or Legal Secretary (Family Law 
preferred)  

• Experience with online court filing systems  
• Familiarity with legal terminology and procedures  
• Experience supporting multiple attorneys simultaneously  
• 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 and collaborative work environment  
• Opportunities for professional growth  

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 your application to: Amy at apankratz@birkholzlaw.com and Taliesen at 
tburrows@birkholzlaw.com 

Subject: Legal Assistant – Family Law 
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