
 

 

Job Announcement 

Job Title:  Full-Time Veterans Project Paralegal 

Job Location: Philadelphia, PA  

Job Type: Legal Services – Civil 

Organizational Information: 

In 1990, Homeless Advocacy Project (HAP) was founded in the belief that people experiencing 
homelessness have unique and complex legal problems that often are not adequately 
addressed by traditional providers of legal services to low-income individuals. To ensure that 
all Philadelphians at risk of or experiencing homelessness have equal access to justice, HAP 
meets the legal and advocacy needs of clients where they eat, sleep, and access services. With 
a legal staff of 16 individuals and a corps of 350 volunteer lawyers, paralegals, and law 
students, HAP’s model of direct outreach and community partnership provides clients with 
the means to secure safe and stable housing. 

Commitment to Diversity, Equity, and Inclusion: 

All of us at HAP take ownership of the fact that, in various ways, HAP needs to immediately, 
sufficiently, and meaningfully embrace diversity, equity, and inclusion (DEI). This is in terms of 
our direct representation of those experiencing homelessness, as well as in terms of office 
staffing, policies, behaviors, and culture.  To move us in this direction, we commit to the 
principles outlined in our DEI Statement, which recognizes the immeasurable value of 
diversity and the urgent need for equity and inclusion.  

Full Statement: https://www.haplegal.org/about/dei/  

Position Description: 

HAP is seeking a full-time paralegal for its Veterans Project. The Veterans Project is 
committed to ensuring that any veteran experiencing homelessness or facing homelessness 
has access to the best possible legal advice and representation in Philadelphia. While the 
paralegal will be trained to conduct legal presentations to veterans and handle a full caseload 
on a broad range of legal issues, the primary focus of the position will be on VA claims and 
military discharge upgrades. Under the supervision of HAP Veteran Project attorneys, the 
paralegal will: 

• Receive and organize a high volume of veteran case referrals from community 
partners 

https://www.haplegal.org/about/dei/


• Conduct prescreen interviews with veterans via telephone  
• Provide legal advice, referrals, and representation to veterans under the close 

supervision of HAP Veteran Project attorneys 
• Provide case support by coordinating with veteran clients to obtain signatures 

on a multitude of necessary forms, requesting and reviewing military service 
records and current treatment records, completing VA application and appeal 
forms, and drafting documents, such as veteran affidavits and case descriptions 
for volunteer placement 

• Maintain accurate and complete veteran files and administrative records, 
including data entry into client databases 

• Build upon existing community relationships to coordinate and conduct legal 
clinics and presentations for veterans and trainings for community partners’ 
staff 

• Help identify and advocate to resolve systemic issues facing veterans 
• Collect case outcome data and other data that demonstrates the success of the 

Veterans Project and synthesize or analyze the data when needed 
 

Minimum Requirements: 

• Graduate of an accredited four-year college or university 
• Excellent written, organizational and interpersonal communication skills 
• Proficiency in Microsoft Office (Excel, Word, Outlook) 
• Understanding and sensitivity to issues of people experiencing homelessness 

and trauma, living with mental illness, and in recovery from addiction 
• Commitment to racial and social justice 

 
Preferred Requirement:   

• Two years experience in public interest law, veterans administration, disability-
related law, or social work 

• Familiarity with the Department of Veterans Affairs and Philadelphia’s social 
services landscape 

• Spanish speaking a plus 
 

COVID-19 considerations: 

HAP is currently working limited days in the office.  To keep our employees safe, we require 
masks in the common areas of our office and when social distancing is not possible.  

How to apply: 

Applications will be accepted until the position is filled.  In order to receive full consideration, 
candidates are urged to submit their materials by December 15, 2022. Please include a letter 



expressing in detail your interest in the position; your qualifications and what you hope to 
contribute to the organization’s future; a current resume; and the names and contact 
information for two professional references.   

Materials should be submitted electronically to careers@haplegal.org in Microsoft Word or 
PDF format to Tanya L. Rambert, Executive Director, HAP, 1429 Walnut St., 15th Floor, 
Philadelphia, PA 19102. 

Salary is commensurate with experience based on a competitive public interest salary scale.  
Available benefits include medical, dental, vision, term life, short and long-term disability, 
403(b) retirement plan, and generous paid time off and holidays. 

No Recruiters Please.   

Equal Opportunity Employer 

Homeless Advocacy Project (HAP) is an equal opportunity employer and does not 
discriminate on the basis of race, gender, disability, ethnicity, religion, sexual orientation, 
national origin, age, citizenship, genetic information, or veteran status.  HAP also values and 
seeks diversity and inclusion in all aspects of its work.  Persons from diverse backgrounds and 
orientations are encouraged to apply.  


