Client Service Representative (Part-Time)
BottomLine Lawyers PC
📍 Location:
1234 High Street
Auburn, California 95603
💲 Compensation: $17–$20 per hour

About the Role
The Client Service Representative (CSR) is an on-site role responsible for ensuring our offices are always comfortable and inviting for prospects and clients. You’ll play a key role in creating a welcoming environment and supporting individuals with their legal needs.

Key Responsibilities
· Greet and assist clients, ensuring a positive and professional experience
· Respond promptly and courteously to client inquiries (in person, phone, and email)
· Manage client data and files for opening and closing matters
· Request, receive, and organize client/matter paperwork
· Provide required documents to internal staff for meetings and hearings in a timely manner

What We’re Looking For
· Strong communication and customer service skills
· Highly organized with attention to detail
· Ability to multitask in a professional office setting
· Dependable and team-oriented

Apply Today!
Contact: Richard Hall
📞 Phone: (530) 401-6805
📧 Email: rhall@bottomlinelawyers.com

BottomLine Lawyers PC is an equal opportunity employer.
