
 

 
 

 

 

CWSP Job Responsibilities in Legal 
 

Don Bosco Cristo Rey High School and Corporate Work Study Program student workers can assist 

professional staff in various areas. They can be assigned to work under the direction of a designated 

professional in the legal setting.  

 

Don Bosco Cristo Rey student workers currently perform the following duties at leading law firms in the 

Washington metropolitan area. 

 

• Conference Services/ Facilities 

o Organize conference rooms for meeting 

o Maintain appropriate food, beverage, and supply levels throughout the function 

o Ensure all department forms and logos are completed accurately and thoroughly 

o Maintain proper level of supply inventory 

• IT/Technology 

o Review and organize documentation  

o Update IT database and organize IT inventory  

o Computer skills  

• Human Resources  

o Assist with administrative tasks, file confidential/federal documentation  

o Manage internal and external documents  

o Prepare new hire orientation packets 

o Copy room support (including use of large-scale copy machines) 

• Library  

o Assist in organizing library, sort and distribute practice supply books 

o Re-shelve returned materials (files & periodicals) 

o Data entry of library research requests 

• Records 

o File and bind documents 

o Microsoft word proficiency 

o Other clerical duties as assigned 

• Switchboard & Front Desk Reception 

o Manage internal and external calls 

o Back-up phone duty for main reception 

o Paging and placing callers into voicemail, as requested 

o Front desk receptionist, meet and greet visitors and guests  

• Mailroom 

o Mange outgoing mail 

o Distribute incoming mail  

o Data entry and label outing packages 

 

 

 

 



 

 

 

 

CWSP Virtual Job Responsibilities in Legal 
• Operations 

o Data Entry  

o Support document processing 

o Update and audit of department documents 

o Attend department meetings  

• Reception  

o Contact courts for information via e-mail or phone 

o Manage external calls via google voice  

• Records  

o Learn firm procedures to assist with file closing 

o Track inventory of necessary materials 

o Draft record requests and contact medical facilities  

o Identify important facts within depositions and type up summaries 

• Intellectual Property 

o Physical and electronic filing  

o Preparing and generating letters, using mail-merge 

o Inputting client information into the system  

• Marketing 

o Assist with internal database transfer—cross checking information  

o Conducting research on former clients to facilitate new outreach  

o Social media support  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Legal Corporate Work Study Partners 

Akin Gump Strauss Hauer & Feld LLP 

Arent Fox Schiff 

Baker Botts 

BakerHostetler 

Epstein Becker & Green, P.C. 

Furey, Doolan & Abell, LLP 

Heidrick and Struggles International 

Hogan Lovells 

Iron Point Partners, LLC 

Jezic & Moyse LLC 

Jones Day 

Kirkland & Ellis 

Lathrop GPM 

Lerch, Early & Brewer Chtd. 

McAllister & Quinn 

Nelson Mullins Riley & Scarborough 

Pels Law 

Quinn Emanuel Urquhart & Sullivan LLP 

Reed Smith 

Rothwell Figg 

Sidley Austin 

Williams & Connolly LLP 

Wilmer Hale 

 


