
 
JOB ANNOUNCEMENT: Full-Time Bilingual Receptionist 

 
The Meyer Law Office, P.C. (MLO) seeks to hire a full-time receptionist who is bilingual in Spanish 
and English. Our firm specializes in immigration matters, including removal defense, family-based 
immigration, and other immigration issues. We also represent noncitizens in misdemeanor and 
felony criminal cases and postconviction relief. In addition, the MLO works closely with civil 
rights, policy, and advocacy organizations on impact litigation in the federal courts, and with 
community-based organizations to advance and protect immigrant rights through community 
advocacy, public education, state and local legislation, and other public policy initiatives. 

Receptionist Responsibilities: 
• Answer and return incoming phone calls from potential and existing clients 
• Set and confirm consultations 
• Greet and attend to potential clients and existing clients 
• Confirm and remind clients of upcoming court appearances and appointments 
• Organize, manage, and file consultation and client files 
• Assist with sorting, distributing, and filing all incoming correspondence 
• Translate legal documents 
• Availability Monday – Friday during the office hours of 8 a.m. – 5 p.m. 

Key Competencies and Qualifications: 
• Functional fluency in English and Spanish 
• Positive, bright, and energetic attitude 
• Strong attention to detail and time management, writing, and organizational skills 
• Database and calendar management skills (Google Calendar, Clio, Adobe, etc…) 
• Ability to work with and engage diverse communities 
• Ability to multitask in a fast-paced environment and work under deadlines 
• A minimum of two years of office or related experience is preferred 

Application Process: 
Applications will be accepted on a rolling basis. Please send a tailored cover letter, a resume, and 
three professional references to Yvette Mendez at yvette@themeyerlawoffice.com. 

 
Salary and Benefits: 
This is a full-time salaried position. Qualified candidates for this position can anticipate a starting 
salary of $45,000-$60,000 based on experience. The MLO offers a comprehensive benefits package, 
including a bonus structure of up to an additional 10% of salary; 401(k) plan with a 3% automatic 
employer contribution (plus an additional 3-7% incentive/profit sharing contribution); health and 
dental insurance; 30 days of holiday, vacation, and sick leave; and sabbatical and wellness plan. 

Equal Opportunity 
We are an equal opportunity employer and do not discriminate based on race, color, religion, 
gender, sexual orientation, gender identity or expression, age, national origin, disability, marital 
status, or veteran status. Our firm welcomes applicants from all walks of life, and strongly 
encourage BIPOC, LGBTQI+, immigrants, refugees, people with disabilities, and members of 
other historically underrepresented communities to apply. 

 
Phone: (303) 831-0817| Fax: (720) 210- 9858 | Web: www.themeyerlawoffice.com 

Office: 1547 Gaylord Street, Denver, CO 80206 | Mail: P.O. Box 40394, Denver CO 80204 
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