
 

  

 

Carbert Waite LLP is a mid-sized law firm primarily focussed in Litigation. We provide high level 
legal services in a collaborative, dynamic environment. We recognize much of our firm's 
success depends on the quality of support we receive from our administrative staff and we 
provide a professional, motivated, hardworking, team environment with a positive culture and 
competitive benefits. For more information about Carbert Waite LLP, please visit our website at 
www.carbertwaite.com 

We are currently accepting resumes for the position of Intermediate Litigation Legal 
Assistant. 

Key responsibilities include but are not limited to: 

- General litigation and administrative support;  
- File management; electronic and physical file organization and diarization; 
- Coordinating with associates and paralegals on workflow on larger files; 
- Digital dictation transcription; 
- Calendar management; 
- Booking appointments and organizing internal and external meetings, including meeting 

preparation assistance; 
- Drafting and/or preparing various legal documents; 
- General correspondence and document production; and 
- Entering time and preparing accounts as required. 

 
Qualifications: 

- Positive attitude and passion for excellence; 
- Excellent word processing skills; 
- Strong computer and typing skills; 
- Strong written and oral communication skills; 
- Excellent organizational skills; 
- Solid time management, multitasking and prioritization skills; 
- Proficiency in the MS Office environment including Excel; 
- Discretion in handling confidential information; 
- Ability to work independently as well as collaboratively; 
- Litigation experience preferred; 
- Graduate of a Legal Administrative Assistant program is preferred however years of 

experience will be considered. 
 

COVID Requirement: 

- All employees are required to be fully vaccinated against COVID-19. Exemption 
requests will be considered on a case-by-case basis and granted only where the request 
meets the requirements of the applicable legislation. 

 



 

  

The successful candidate will possess a minimum of 5 years’ experience in the legal industry or 
acceptable equivalencies. Familiarity with employment, estates and or commercial litigation 
would be an asset. 

Interested applicants should direct their resume and covering letter to: 

Sarah Davidson 
Human Resources Generalist 
sdavidson@carbertwaite.com 

We thank all applicants for their interest, however, only those selected for an interview will be 
contacted. Carbert Waite LLP is managing the recruitment for this position. 


