Janet Robin
Chief Human Resources Officer
Janet.Robin@arnoldporter.com

November 29, 2021

Black Women Lawyers’ Association of Greater
Chicago
administrator@bwla.org
321 S. Plymouth Court, Suite 600
Chicago, IL 60604

To Whom It May Concern:
Arnold & Porter is an equal opportunity and affirmative action employer that does not
discriminate on the basis of race, color, creed, religion, national origin, sex (which includes
pregnancy, childbirth, breastfeeding and related medical conditions), age, marital status, sexual
orientation, gender, gender identity, gender expression, transgender, disability, medical
condition, family leave status, citizenship status, ancestry, genetic information, military or
veteran status, or any other characteristic protected by local, state, or federal laws, rules, or
regulations. Our Firm's equal opportunity policy applies to all employment practices and terms
and conditions, including, without limitation, recruitment, employment, assignment, training,
compensation, benefits, promotions, disciplinary action and terminations. To achieve our goal of
equal opportunity, Arnold & Porter maintains an affirmative action plan through which it makes
good faith efforts to recruit, hire and advance in employment qualified minorities, females,
individuals with disabilities and protected veterans. We would appreciate the Black Women
Lawyers’ Association of Greater Chicago’s assistance in the Firm's efforts to achieve its
affirmative action and equal opportunity goals.
Therefore, we request that the Black Women Lawyers’ Association of Greater Chicago
refer qualified minorities, females, individuals with disabilities and protected veterans for
available positions at Arnold & Porter. We are a law firm and attached is a list of current open
positions. Please submit applications for our open positions online at www.arnoldporter.com.
Although we specifically have requested that the Black Women Lawyers’ Association of
Greater Chicago refer minority group members, females, individuals with disabilities, and
veterans, Arnold & Porter welcomes referrals of all qualified applicants regardless of their race,
color, creed, religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding
and related medical conditions), age, marital or partnership status, familial status, sexual
orientation, gender, gender identity, gender expression, transgender, physical or mental
disability, medical condition, family leave status, citizenship status, immigration status, ancestry,
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601 Massachusetts Ave., NW | Washington, DC 20001-3743 | www.arnoldporter.com
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genetic information, military or veteran status, or any other characteristic protected by local,
state, or federal laws, rules, or regulations.
Send resumes and salary requirements to:
Arnold & Porter
Attn: Stephanie Denmark
601 Massachusetts Ave, NW
Washington, DC 20001
Fax: (202) 942-5999
Thank you for your cooperation in this matter.
Sincerely,

Janet R. Robin

77704049v1

CURRENT NON-LEGAL STAFF JOB OPENINGS FOR THE WEEK OF 11/29/2021

Position Title: Administrative Coordinator
Department: Research Services
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Washington DC
Arnold & Porter has an opening for an Administrative Coordinator in the Washington, DC office supporting the
Chief Operating Officer (COO) and Firm Administration matters. The Coordinator will provide a combination of
technical, project-based and administrative support to the Firm’s Leadership team as well as general support for
Firmwide administration matters.
Responsibilities include, but are not limited to:














Scheduling and coordination of meetings led by Firm Leadership
Facilitating internal communications from the COO, including information for Firm Administration
efforts and projects.
Creating PowerPoint presentations and Excel spreadsheets that support Leadership initiatives.
Handling and processing Charitable Contributions for the Firm.
Completing monthly variances for the Firm Administration Department budget along with preparing this
departmental budget on an annual basis.
Coordinate with other Firm departments in order to facilitate the completion and response to client
surveys.
Entering data/invoices into Chrome River for expense reimbursement.
Reviewing data including issue-spotting and confirming accuracy of information.
Coordinating initiatives for the firm in a variety of areas.
Partnering with other departments such as Finance & Accounting, Information Technology, Marketing,
Talent, HR, etc. and coordinating projects on behalf of the COO.
Facilitating and handling special projects.
Performing a variety of administrative responsibilities to develop systems and processes to manage the
work efficiently as well as providing general support as assigned.
Assisting with ad hoc projects for the firm.

QUALIFICATIONS:








College degree or equivalent experience.
Minimum of two years of experience in a professional work environment.
Expert proficiency in MS PowerPoint, Excels and Word is required.
Minimum of 50 wpm typing.
Effective communication skills, both oral and written, with people at all levels within the firm as well as
external individuals.
Strong interpersonal skills to build successful working relationships and to work within a team
environment exhibiting the ability to collaborate effectively as well as work independently.
Ability to build relationships and gain the trust of internal stakeholders.
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Demonstrate a high level of attention to detail and pride in high quality deliverables.
Ability to make sound decisions and exercise good judgment.
Ability to demonstrate a high degree of trustworthiness in handling confidential and sensitive
information.
Flexibility to work additional hours, as needed.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Billing Specialist
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Department: Finance & Accounting
# Positions Available: 2
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Chicago, Houston, Tallahassee or Washington, DC

The Finance and Accounting Department of Arnold & Porter has an opening for a Billing Specialist.
This position may located in the Washington DC office or Tallahassee Operations Center. The Billing
Specialist is responsible for managing the account set up, billing arrangements, and account and
inventory management for assigned client portfolios. The Specialist develops strong collaborative
relationships with the attorneys throughout the billing cycle.
Responsibilities include, but are not limited to:












Establishes, fosters, and maintains professional and collaborative relationships with attorneys, staff and
clients to ensure compliance with both attorney and client specifications.
Verifies rates with the rate analysts, reviews and implements the outside counsel guidelines, monitors fee
caps, tier discounts and matter budgets; sets up and monitors alerts; communicates with the firm’s Billing
& Intake Committee regarding discounts, write-downs, and write-offs.
Manages the prebill to the final bill process; ensures that billing attorneys receive accurate prebills and
that they return their prebills in a timely manner; submits finalized bills/eBills in appropriate template
format, adhering to the attorney and client specifications; and confirms the final bills have been submitted
to the client and are posted in the accounting system.
Collaborates with the eBilling Coordinators for new client account set-ups with eBilling requirements;
collaborates with Accounting Systems Administrator to update appropriate fields according to client
billing guidelines; submits invoices electronically, taking accountability for successful submission and
troubleshooting issues; and proactively follows-up regarding acceptance and timely payment of eBills.
Communicates directly with clients as requested or as established. Concisely communicates
arrangements with attorneys and clients on their matters; provides clients with requested information on
any special billing arrangements. Responds to all inquiries relating to same.
Responds to inquiries relating to accruals, audits and payment reports; recommends solutions based on
billing trends relating to realization; and prepares ad hoc reports upon request.
Maintains updated pre-bill status report for assigned portfolio.
Monitors the unapplied cash report and offers resolution when applicable and assists Accounts Receivable
with accurate payment applications. Keeps partners updated on available unapplied and trust funds and
applies funds when needed.
Establishes effective back-up support processes (cross-training and knowledge transfer) to ensure
seamless support for all portfolio matters.

QUALIFICATIONS:









Bachelor’s degree in Accounting, Finance or Business discipline preferred or equivalent experience.
Related experience performing complex accounting analysis utilizing advanced Excel and reporting skills.
High level of business acumen and ability to multi-task.
Ability to assess pertinent information and anticipate needs and outcomes.
Ability to prepare accurate, highly detailed work product and prioritize and manage time effectively.
Talent for delivering exceptional client service through teamwork and an ability to work independently.
Ability to exchange information and to present ideas, report facts and other information clearly and
concisely.
Strong initiative to proactively increase value to the position.
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Ability to maintain a high level of confidentiality.
Strong problem solving skills
Possess reliability, dependability and motivation.
Excellent organization and communications skills, both oral and written.
Flexibility to work additional hours as needed.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Business Development Coordinator
Department: Marketing
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# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York or Washington, DC
The Marketing Department of Arnold & Porter has two Business Development Coordinator openings. This
position may be located in the DC or New York office. Each Coordinator is responsible for supporting the
business development activities for specific practice groups:
Intellectual Property, Legislative and Environmental practices
Antitrust, Cybersecurity & Privacy, Government Contracts and Telecom practices
The majority of time will be devoted to pitches/proposals and practice group experience information for
submissions and rankings. This position will work closely with lawyers, business development managers, and
other firm staff to coordinate practice group and individual attorney business development and marketing efforts.
A successful candidate will be a self-starter, with a strong work ethic, dedicated to providing the highest level of
service to our attorneys, clients, and other members of the marketing department. While the Coordinator will have
plenty of individual responsibilities, this individual works as part of team that supports each other as needed on all
marketing and business development projects.
The majority of time will be devoted to pitches/proposals and practice group experience information for
submissions and rankings. This position will work closely with lawyers, business development managers, and
other firm staff to coordinate practice group and individual attorney business development and marketing efforts.
A successful candidate will be a self-starter, with a strong work ethic, dedicated to providing the highest level of
service to our attorneys, clients, and other members of the marketing department. While the Coordinator will have
plenty of individual responsibilities, this individual works as part of team that supports each other as needed on all
marketing and business development projects.
Responsibilities include, but are not limited to:











Supporting the RFP, pitch, and proposal processes from planning through submission. Elements of this
responsibility include, for example:
Working with attorneys, marketing staff, and other Firm personnel in the development and execution of
proposals and presentations.
Organizing information relating to proposals and coordinating personnel contributing to the proposal
processes.
Identifying most applicable content, editing existing content, and drafting new content for proposals and
pitches.
Coordinating information and research requests with the Research Services and Finance & Accounting
departments.
Coordinating assembly/production and delivery of finished product.
Working with Business Development Managers to provide support for the full range of practice group
marketing and business development activity, including sponsorships and presentations.
Overseeing editing and production of individual practice or industry team newsletters, blogs or other
communications.
Collecting and coordinating data for practice group submissions to Chambers and other rankings/awards
submissions.
Using InterAction to identify and confirm relationship targets.
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Entering data into Foundation, the firm’s database for proposal content, experience items and
pitch/proposal tracking.
Managing practice group content on the Firm’s website, including biographies and experience highlights.
Providing support for attorneys reaching out to targeted contacts and clients, including creation of
targeted lists for specific business development efforts and events.

QUALIFICATIONS:













Bachelor’s degree required.
Minimum of two years of marketing and/or proposal experience or related experience.
Legal marketing experience is preferred.
Experience with the listed practices is a plus.
Prior experience in proposal assembly and creation preferred.
Proficiency in Microsoft Office (Word, Excel, PowerPoint).
Demonstrates strategic focus and self-motivation.
Ability to work independently as well as on a team.
Ability to work in an environment with shifting priorities and deadlines.
Ability to clearly and effectively communicate, in oral and written form, with people at all levels within
the Firm.
Exhibit superior attention to detail and pride in high quality deliverables.
Must have the ability to multi-task and prioritize in a fast-paced environment.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Client Account Specialist
Department: Finance & Accounting
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# Positions Available: 2
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Chicago, Houston, Tallahassee or Washington, DC

The Finance and Accounting Department of Arnold & Porter has an opening for a Client Account
Specialist. This position may located in the Washington DC office or Tallahassee Operations Center.
The Client Account Specialist is responsible for managing the account set up, billing and collection
arrangements, account and inventory management for assigned client portfolios. The Specialist develops
strong collaborative relationships with the attorneys throughout the full cycle of client invoicing and
collections. This position analyzes inventory statistics, prepares supporting documentation, and makes
recommendations based on business strategies. The Specialist works closely with management on the
training and mentoring of the billing team members.
Responsibilities include, but are not limited to:
















Establishes, fosters, and maintains professional and collaborative relationships with attorneys, staff and
clients to ensure compliance with both attorney and client specifications; manages all billing and
collections processes from engagement to collections with tact, diplomacy, and effective negotiation
skills.
Primarily handles complex billing arrangements which may include client-level billing and collections.
Trains and mentors billing specialists.
Verifies rates with the rate analysts, reviews and implements the outside counsel guidelines, monitors fee
caps, tier discounts and matter budgets; sets up and monitors alerts; communicates with the firm’s Billing
& Intake Committee regarding discounts, write-downs, and write-offs.
Manages the prebill to the final bill process; ensures that billing attorneys receive accurate prebills and
that they return their prebills in a timely manner; submits finalized bills/eBills in appropriate template
format, adhering to the attorney and client specifications; and confirms the final bills have been submitted
to the client and are posted in the accounting system.
Collaborates with the eBilling Coordinators for new client account set-ups with eBilling requirements;
collaborates with Accounting Systems Administrator to update appropriate fields according to client
billing guidelines; submits invoices electronically, taking accountability for successful submission and
troubleshooting issues; and proactively follows-up regarding acceptance and timely payment of eBills.
Communicates directly with clients as requested or as established, including following-up on collections
and contacting clients as needed. Concisely communicates arrangements with attorneys and clients on
their matters; provides clients with requested information on any special billing and or collection
arrangements. Responds to all inquiries relating to same.
Responds to inquiries relating to accruals, audits and payment reports; recommends solutions based on
billing trends relating to realization; and prepares ad hoc reports upon request.
Prepares effective monthly billing and collections forecasts for assigned portfolio(s). Maintains updated
pre-bill status report and collection projection tools; monitors billing and collection numbers daily.
Monitors the unapplied cash report and offers resolution when applicable and assists Accounts Receivable
with accurate payment applications. Keeps partners updated on available unapplied and trust funds and
applies funds when needed.
Establishes effective back-up support processes (cross-training and knowledge transfer) to ensure
seamless support for all portfolio matters.

QUALIFICATIONS:


Bachelor’s degree in Accounting, Finance or Business discipline preferred or equivalent experience.
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Prior law firm billing experience required.
Related experience performing complex accounting analysis utilizing advanced Excel and reporting skills.
High level of business acumen and ability to multi-task.
Ability to assess pertinent information and anticipate needs and outcomes.
Ability to prepare accurate, highly detailed work product and prioritize and manage time effectively.
Talent for delivering exceptional client service through teamwork and an ability to work independently.
Ability to exchange information and to present ideas, report facts and other information clearly and
concisely.
Strong initiative to proactively increase value to the position.
Ability to maintain a high level of confidentiality.
Strong problem solving skills.
Possess reliability, dependability and motivation.
Excellent organization and communications skills, both oral and written.
Flexibility to work additional hours as needed.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Director of Professional Development
Department: Talent Development
# Positions Available: 1
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Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York or Washington, DC
The Talent Department of Arnold & Porter has an opening for a Director of Professional Development. The
Director may be located in the Washington, DC or New York offices. The Director of Professional Development
establishes, implements, and promotes comprehensive, high-quality attorney development programs that meet the
professional, business, and client service goals of the firm. In addition, the Director works to promote consistency
among the objectives of the firm's attorney recruitment, orientation, mentor, evaluation and professional
development programs. The Director oversees the Professional Development team.
Responsibilities include but are not limited to:















Creating educational curriculum to include substantive law issues, practice skills, practice-group specific
subjects, client service, communications, management training, as well as other educational programs for
attorneys.
Identifying and engaging with outside consultants and trainers, as necessary, to provide programs, in
addition to using in-house resources.
Incorporating on-line training programs into the overall curriculum, as appropriate.
Integrating the firm’s training program with applicable CLE requirements and establishes/evaluates CLE
tracking mechanisms.
Maintaining current knowledge of the firm’s policies and procedures with respect to attorney recruitment,
orientation, work assignments, evaluations, mentor programs, and training with the objective of
evaluating these systems against the “best practices” in major international law firms.
Surveying attorneys in practice groups and in firm management to identify professional development
issues and to identify areas for training.
Developing a curriculum for all attorneys to include subjects of general applicability, practice-specific
training, and level-specific training.
Evaluating existing procedures for new attorney orientation and integration; recommends areas that could
be enhanced.
Overseeing attorney participation in professional and bar organizations, with an eye towards getting the
maximum participation benefit for the firm and for attorneys.
Maintaining a master calendar database (accessible to all attorneys) of all training activities. Working
with the IT Department to develop mechanisms for disseminating curriculum information firmwide.
Tracking participation in programs and obtains regular feedback for evaluation.
Developing materials to “market” professional development activities internally and with recruits.
Keeps up-to-date on professional development initiatives through literature, seminars, conferences, and
membership in appropriate professional organizations. Participates in professional development
organizations.
Preparing and monitoring the budget for all professional development activities.

QUALIFICATIONS:





Bachelor’s degree required, with graduate and/or law degree a plus.
A minimum of five (5) years of experience in a law firm, professional services or corporate environment
and a minimum of two (2) years of experience in a similar role within a law firm, professional services or
corporate environment.
Proficiency in Access and viDesktop.
Proficiency in Windows operating systems and Microsoft Office Suite and/or related software.
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Highly developed project management skills with prior supervisory experience.
Exceptional judgment, flexibility and professionalism and ability to lead effectively while being a team
player.
Professional presence, strong interpersonal, management and problem solving skills.
Strong presentation skills and initiative.
Ability to make sound decisions and demonstrate a high degree of trustworthiness in handling
confidential and sensitive information.
Ability to strategically maintain financial/budgetary information.
Ability to be a change agent and drive new firm initiatives.
Ability to demonstrate strategic focus.
Ability to define goals and follow though to achieve results.
Ability to prioritize and manage time effectively.
Possess reliability, dependability and motivation.
Excellent organization and communications skills, both oral and written.
Ability to work in a fast-paced environment while exhibiting a strong attention to detail.
Ability to handle a variety of tasks simultaneously.
Exceptional client service both internal and external.
Availability to travel as needed to the firm’s offices.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Diversity & Inclusion Specialist
Department: Firm Administration
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
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Location: New York
The Diversity & Inclusion Team of Arnold & Porter has an opening for a Diversity & Inclusion Specialist in the
New York office. The Diversity & Inclusion Specialist has firm-wide responsibility to advance the firm’s
overarching diversity & inclusion strategy with particular emphasis on support of the firm’s attorney and
administrative professionals affinity groups. This role is primarily responsible for assisting the Chief Diversity &
Inclusion Officer (CDIO) in implementing aspects of the firm’s affinity group related initiatives, as well as
working with other members of the Diversity & Inclusion team to support the firm’s broader diversity and
inclusion efforts. The Specialist will contribute to firm-wide initiatives and special projects, as needed, to advance
recruiting, retention, development, and promotion efforts for lawyers and administrative professionals.
Responsibilities include but are not limited to:















Work closely with the CDIO and the firm’s Affinity Groups to develop and coordinate in-person and
virtual programs and provide logistical support for both internal and external programs.
Work closely with the CDIO, Manager and other firm colleagues to organize and execute firm-wide and
office specific diversity and inclusion events and education programs.
Support firm-wide diversity and inclusion efforts, including the D&I Committee and D&I Associate
Advisory Board initiatives, diversity pipeline initiatives, and any other activities supported by the
Diversity and Inclusion team.
Assist the CDIO with managing and tracking the diversity-related sponsorships and memberships that the
firm maintains with industry organizations and bar associations; make recommendations to the CDIO
regarding the continued support of various organizations.
Assist with the preparation of responses to industry diversity surveys and clients' requests for diversityrelated information.
Work with the CDIO and the firm’s recruiting teams to implement strategies to attract attorneys and
professionals from underrepresented communities, including but not limited to identification of attorneys
to participate in recruiting events; the administration and promotion of the Arnold & Porter D&I
Scholarship; and law student and legal professional outreach and marketing efforts.
Assist the CDIO and Manager in maintaining relationships with law school diversity professionals,
alumni, community stakeholders and other diversity and inclusion professionals to expand outreach
efforts and increase partnerships, visibility and the success of diversity initiatives.
Conduct ongoing research on DE&I trends and best practices, as needed.
Assist in the development of DE&I materials, resources and toolkits.
Provide support in the areas of project management, scheduling, and the organization of work for the D&I
Assistant.
Work with the D&I team and Marketing to maintain diversity and inclusion marketing content: including
updates to the firm's internal and external websites, development of internal and external promotional and
informational materials to support diversity and inclusion programs and initiatives.
Serve as diversity, inclusion, and equity subject matter expert; stay abreast of market trends and
innovations.
Collaborate with stakeholders, particularly in the Human Resources, Talent, and Marketing departments,
to create programs to support the firm’s diversity and inclusion initiatives.

QUALIFICATIONS:



Bachelor's degree required; Master’s degree or equivalent preferred.
Minimum of two (2) years of post-graduate experience supporting and implementing innovative D&I
initiatives in a law firm or professional services organization.
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Experience with diversity, inclusion, and equity practices and programs, especially with employee
resource, affinity groups or networks, in the legal profession and/or corporate organizations.
Experience supporting and implementing innovative D&I initiatives.
Prior experience in professional development, marketing, legal recruiting or related area highly desirable.
High proficiency in Windows operating systems and Microsoft Office Suite and/or related software;
proficiency in viDesktop and HTML coding are preferred.
Demonstrated knowledge and understanding of the diversity and inclusion industry and theories of
intersectionality as they pertain to implementing initiatives for members of underrepresented
communities.
Highly developed project management skills and experience with event planning.
Exceptional flexibility and ability to be a strong team player.
Excellent collaboration and organizational skills, with the ability to work well under pressure in a
dynamic environment, with proven ability to manage and prioritize multiple priorities and organize
complex information, and implement solutions as needed.
Able to effectively work both independently and collaboratively with professionals at all levels.
Strong judgment and ability to respect, protect, and maintain highly confidential and sensitive
information.
Must be team oriented, contributing as needed on unexpected projects or requests.
Exceptionally strong attention to detail, professional presence and strong interpersonal and presentation
skills.
Flexibility to work additional hours, as necessary.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Electronic Billing Coordinator
Department: Finance & Accounting
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Chicago, Houston, Tallahassee, or Washington, DC
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The Finance & Accounting Department of Arnold & Porter has an opening for an Electronic Billing Coordinator.
This position may be located in the Chicago, Houston, Washington, DC or Tallahassee offices. The Coordinator is
responsible for the overall management of the Firm’s electronic billing (eBilling) systems and providing support
to the attorneys and client account managers as related to the successful submission of all electronic
billing. Additional responsibilities include: Transitioning clients to electronic billing; submitting all timekeepers
and rates to each client and/or eBilling vendor site; reporting on the status of all eBills for the firm using the
eBilling Hub reports feature and assisting with monthly billing as needed.
QUALIFICATIONS:

Specialized Billing or eBilling experience in a law firm or other professional services organization
preferred.

Proficiency in Aderant or Elite billing software preferred.

Four-year college degree in Accounting, Finance or Business discipline or equivalent experience.

High level of business acumen and ability to multi-task.

Strong oral and written communication skills.

Ability to assess pertinent information, anticipate issues and outcomes, and make effective decisions.

Talent for delivering client service through teamwork.

Ability to exchange information and to present ideas, report facts and other information clearly and
concisely.

Strong initiative to proactively increase value to the position.

Strong organizational skills and ability to manage large amounts of data.

Ability to organize time, prioritize workload effectively, and work independently.

Reliability, dependability, and strong motivation to respond to requests quickly.

Flexibility to work additional hours as necessary.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Facilities Manager
Department: Operations
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: San Francisco
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Arnold & Porter has an opening for a Facilities Manager in the San Francisco office. The Facilities Manager
serves as a liaison to San Francisco and Silicon Valley building management ensuring the firm space is
maintained by Arnold & Porter employees, outside vendors and building maintenance. The Manager supervises
office moves and office security as well as serves as a project manager for all construction projects within the San
Francisco and Silicon Valley offices while managing Offices Services and Reception.
Responsibilities include, but are not limited to:














Assisting with space planning and contracting outside design, construction, electricians and maintenance
vendors.
Managing subleased spaces, including billing and collection of rent, taxes, and operating expenses from
subtenants.
Supervising duplicating, message delivery, mailroom and reception.
Purchasing stationery, office and pantry supplies and furniture as well as purchasing and maintaining
office equipment.
Processing vendor invoices.
Serving as liaison to building management.
Ensuring firm space is properly maintained by Arnold & Porter staff, outside vendors and building
maintenance.
Overseeing all in-house catering and conference room functions.
Preparing the departmental budget and monitoring monthly variance reporting.
Orchestrating office moves and conducting office tours.
Participating in office event planning.
Developing, updating and managing emergency response plans and logistics.
Travelling between the San Francisco and Silicon Valley offices.

QUALIFICATIONS:




















College degree or equivalent experience.
Minimum of five years of directly related experience in a law firm, corporate or professional class A
building environment.
Able to read and comprehend construction/working drawings and architectural design concepts.
Knowledge of security access systems a plus.
Proficiency in Windows operating systems and Microsoft Office Suite and/or related software.
Ability to rely on experience and judgment in order to plan and accomplish goals.
Prior supervisory experience.
Ability to make sound decisions and demonstrate a high degree of trustworthiness in handling
confidential and sensitive information.
Ability to strategically maintain financial/budgetary information.
Effective leadership experience.
Ability to be a change agent and drive new Firm initiatives.
Ability to demonstrate strategic focus.
Ability to define goals and follow though to achieve results.
Strong problem solving skills and an ability to prioritize and manage time effectively.
Possess reliability, dependability and motivation.
Excellent organization and communications skills, both oral and written.
Ability to work in a fast-paced environment while exhibiting a strong attention to detail.
Ability to handle a variety of tasks simultaneously.
Exceptional client service both internal and external.
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Flexibility to work additional hours, as necessary.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Human Resources Assistant
Department: Human Resources
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Washington, DC
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Arnold & Porter has an opening for a Human Resources (HR) Assistant in the Washington, DC office. The HR
Assistant will assist with staff recruiting and onboarding functions, support internal HR related initiatives and
assist with general administrative tasks within the Human Resources Department.
Responsibilities include, but are not limited to:
 Preparing the bi-weekly staff recruiting letters/emails and scanning/uploading recruiting documents into
the Applicant Tracking System.
 Maintaining the Application Tracking System.
 Posting new open positions (internally and externally) and creating electronic recruiting files.
 Administering and managing the candidate diagnostic assessment process.
 Preparing and updating staff recruiting spreadsheets.
 Greeting and escorting applicants to conference rooms for interviews.
 Preparing new hire orientation schedules, reserving conference rooms, sending calendar invites, preparing
new hire packets, giving the Firm tours, and distributing the new hire forms for DC staff.
 Processing non-employee workers and entering all non-employee worker information into the HRIS
system.
 Processing staff employment verifications.
 Preparing ad hoc staff recruiting reports, as needed.
 Processing invoices and expenses for the human resources department.
 Providing backup in handling the electronic filing for FMLA and electronic personnel files including
creating new hire personnel files.
 Assisting with Staff Appreciation Week, Service Awards and other events hosted by the HR department.
 Assisting with other ad hoc projects, as needed.
QUALIFICATIONS:
 Two-year college degree or equivalent experience.
 Minimum of one year of office experience.
 Experience in a law firm, corporate or professional environment preferred.
 A minimum of 50 wpm typing.
 Proficiency in Windows operating systems and Microsoft Office Suite and/or related software.
 Ability to demonstrate a high degree of trustworthiness in handling confidential and sensitive
information.
 Ability to prioritize and manage time effectively.
 Proven reliability, dependability, and motivation.
 Excellent communications skills, both oral and written.
 Exceptional organizational skills.
 Ability to work in a fast-paced environment while exhibiting a strong attention to detail.
 Ability to handle a variety of tasks simultaneously.
 Exceptional client service.
 Flexibility to work additional hours, as necessary.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
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For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Information Security Engineer
Department: Information Technology
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Tallahassee or Washington, DC
Arnold & Porter has an opening for an Information Security Engineer in the Washington, DC or Tallahassee, FL
office. The Information Security Engineer is a technical security expert responsible for supporting security
operations, engineering, and architecture functions and efforts for Arnold & Porter. Under the direction of the
Manager of Information Security, the Information Security Engineer helps to ensure the overall security posture
of the firm, and is expected to be involved in day-to-day security operations and contribute to ensuring the
integrity and availability of the firm’s IT and application infrastructure in support of enterprise IT objectives and
client service delivery needs.
Responsibilities include but are not limited to:













Performing security log and event analysis taking appropriate action as directed or required to address
security risk issues or events / incidents.
Monitoring and proactively executing the vulnerability management program to prevent or reduce IT
hygiene risk issues from impacting production systems.
Maintaining and managing security toolsets that help to mitigate or respond to security events and
incidents.
Supporting and leading security incident response and investigation efforts as directed.
Assists with validating and tracking IT operational activities to ensure compliance with policy, standards,
and other applicable requirements, or as directed by organizational needs.
Researching and identifying security vulnerabilities and relevant industry / cybersecurity trends for
follow-up and action.Regular reporting and tracking of IT security events and metrics along with
remediation activities.
Assists with supporting third-party risk management efforts as assigned.
Assists with supporting firm security awareness training program as assigned.
Planning and implementing security systems and standards by evaluating network and security
technologies, developing security requirements for the enterprise infrastructure, and maintaining overall
user access and data protection control in support of enterprise objectives and client service delivery.
Reviewing enterprise architecture and application changes for security impacts and possible remediation
to address security risk.
Actively participating in the enterprise Change Control Board (CCB).
Conducting research and providing recommendations on methods, software, and technologies to mitigate
risk exposures.
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QUALIFICATIONS:
 Minimum of three (3) years of experience in Information Security.
 Four year college degree preferred; equivalent experience will be considered.
 Experience and understanding of Windows, Unix/Linux, and Active Directory.
 Solid understanding of core networking protocols, including TCP/IP, UDP, DNS, DHCP, HTTP/HTTPS,
routing protocols.
 Strong experience and detailed technical knowledge in security engineering, system and network security,
authentication and security protocols, cryptography, and application security.
 Ability to communicate complex technical information to a non-technical audience.
 Effective oral and written communication.
 Strong client service skills and personal initiative.
 Excellent organizational and problem-solving skills.
 Proficiency in handling a number of projects simultaneously.
 Ability to read, analyze, and interpret general business periodicals, professional journals, technical
procedures, or governmental regulations.
 Ability to write reports, business correspondence, and procedure manuals.
 Ability to effectively present information and respond to questions from groups including colleagues,
managers, attorneys and firm leadership.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Legal Assistant
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Denver
The Denver office of Arnold & Porter has an opening for an experienced Legal Assistant to support the Complex
Litigation Practice Group. Applicants should submit their cover letter, resume, school transcript and a short
writing sample for consideration.
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The Legal Assistant provides support, under direct supervision of attorneys and specialists, on various client and
firm matters and a wide range of legal tasks from case inception through case closure.
Essential responsibilities include but are not limited to:















Assists with the electronic discovery process, including the collection, preservation and review of
materials for eventual production; tracks incoming and outgoing productions; assists with the preparation
of privilege logs.
Establishes and maintains case files, document collections and chronologies.
Drafts correspondence.
Compiles materials for witness interviews and depositions.
Digests and indexes deposition transcripts.
Assists with trial preparation and at trial, including trial set ups, organizes trial exhibits and notebooks;
develops charts, graphs, and other visual aids; maintains exhibits, takes notes at trial, assists with Trial
Director and/or other presentation software.
Develops information retrieval systems with an emphasis on use of computerized litigation support.
Cite checks and proofreads documents.
Researches, analyzes, and drafts factual memoranda.
Conducts computer searches, researches case management functions on client databases or firm resources
such as Trial Director, Opus 2 Magnum, Relativity, Lexis/Nexis, Westlaw, the Internet.
Collaborates with Litigation Support on computer issues; i.e., electronic discovery and other matters.
Files and retrieves documents at courthouses and government agencies; prepares files and executes
electronic filings.
Pulls cases and obtains resources from local libraries.
Assists and coordinates teams of contract attorneys on document review projects.

QUALIFICATIONS:















Minimum of two years of related experience in a law firm supporting litigation practice groups.
A minimum of a high school diploma, with a bachelor’s degree strongly preferred.
Excellent academic record.
Paralegal certificate a plus.
Ability to maintain a high level of confidentiality.
Possess reliability, dependability and motivation.
Excellent organization and communications skills, both oral and written.
Exceptional client service, both internal and external.
Highly detail-oriented, including the ability to assess and respond to underlying detail issues and
implications.
Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.
For benefits information, please click here. https://www.arnoldporter.com/en/careers/professionalstaff/benefits

The salary range for this position is $40,280 to $75,000 commensurate with experience.
The firm may provide a discretionary bonus annually.
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Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.

Position Title: Legal Resources Assistant
Department: Secretarial Services
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Houston
Arnold & Porter has a Legal Resource Assistant opening in the Houston office. A Legal Resource Assistant
assists attorneys and other legal personnel with administrative, organizational and research work in a teamoriented and collaborative environment.
Responsibilities include but are not limited to:
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Preparing, editing, and proofreading legal documents.
Assisting with trial preparation including organizing trial exhibits, notebooks, charts, graphs, and other
visual aids.
Managing calendars and schedules by coordinating meetings, conference calls, and appointments.
Entering and processing expenses and invoices.
Coordinating and scheduling attorney travel.
Maintaining an awareness of attorneys' caseloads and statuses.
Establishing and maintaining attorneys' files.
Working with Excel and PowerPoint for a variety of assignments.

QUALIFCATIONS:








A minimum of a high school diploma, with a bachelors or two-year degree preferred.
Excellent organizational and communications skills, both oral and written.
Strong skills in MSWord, Excel and PowerPoint, Outlook, various databases and Internet research skills.
Ability to handle a variety of tasks simultaneously.
Ability to prioritize and manage time appropriately.
A proficiency with standard office procedures working in a team/collaborative environment.
Flexibility to work additional hours, as necessary.

Applicants should submit their resume and cover letter.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Legal Resources Assistant
Department: Secretarial Services
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Washington, DC
Arnold & Porter has an opening for a Legal Resource Assistant in the DC office. The Legal Resource Assistant
assists attorneys and other legal personnel with administrative, organizational and research work in a teamoriented and collaborative environment.
Responsibilities include but are not limited to:
 Preparing, editing, and proofreading legal documents.
 Assisting with trial preparation including organizing trial exhibits, notebooks, charts, graphs, and other
visual aids.
 Managing calendars and schedules by coordinating meetings, conference calls, and appointments.
 Entering and processing expenses and invoices.
 Coordinating and scheduling attorney travel.
 Maintaining an awareness of attorneys' caseloads and statuses.
 Establishing and maintaining attorneys' files.
 Working with Excel and PowerPoint for a variety of assignments.
QUALIFICATIONS:
 A minimum of a high school diploma, with a bachelors or two-year degree preferred.
 Excellent organizational and communications skills, both oral and written.
 Strong skills in MSWord, Excel and PowerPoint, Outlook, various databases and Internet research skills.
 Ability to handle a variety of tasks simultaneously.
 Ability to prioritize and manage time appropriately.
 A proficiency with standard office procedures working in a team/collaborative environment.
 Flexibility to work additional hours, as necessary.
Applicants should submit their resume and cover letter.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
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Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Legal Resources Assistant
Department: Secretarial Services
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: San Francisco
Arnold & Porter has a Legal Resource Assistant opening in the San Francisco office. Legal Resource Assistants
assist attorneys and other legal personnel with administrative, organizational and research work in a team-oriented
and collaborative environment.
Responsibilities include but are not limited to:
 Preparing, editing, and proofreading legal documents.
 Assisting with trial preparation including organizing trial exhibits, notebooks, charts, graphs, and other
visual aids.
 Managing calendars and schedules by coordinating meetings, conference calls, and appointments.
 Entering and processing expenses and invoices.
 Coordinating and scheduling attorney travel.
 Maintaining an awareness of attorneys' caseloads and statuses.
 Establishing and maintaining attorneys' files.
 Working with Excel and PowerPoint for a variety of assignments.
Qualifications:
 A minimum of a high school diploma, with a bachelors or two-year degree preferred.
 Excellent organizational and communications skills, both oral and written.
 Strong skills in MSWord, Excel and PowerPoint, Outlook, various databases and Internet research skills.
 Ability to handle a variety of tasks simultaneously.
 Ability to prioritize and manage time appropriately.
 A proficiency with standard office procedures working in a team/collaborative environment.
 Flexibility to work additional hours, as necessary
 Applicants should submit their resume and cover letter.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poste
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Position Title: Legal Resources Assistant
Department: Secretarial Services
# Positions Available: 3
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York
Arnold & Porter has several Legal Resource Assistant openings in the New York office. Legal Resource
Assistants assist attorneys and other legal personnel with administrative, organizational and research work in a
team-oriented and collaborative environment.
Responsibilities include but are not limited to:
 Preparing, editing, and proofreading legal documents.
 Assisting with trial preparation including organizing trial exhibits, notebooks, charts, graphs, and other
visual aids.
 Managing calendars and schedules by coordinating meetings, conference calls, and appointments.
 Entering and processing expenses and invoices.
 Coordinating and scheduling attorney travel.
 Maintaining an awareness of attorneys' caseloads and statuses.
 Establishing and maintaining attorneys' files.
 Working with Excel and PowerPoint for a variety of assignments.
Qualifications:
 A minimum of a high school diploma, with a bachelors or two-year degree preferred.
 Excellent organizational and communications skills, both oral and written.
 Strong skills in MSWord, Excel and PowerPoint, Outlook, various databases and Internet research skills.
 Ability to handle a variety of tasks simultaneously.
 Ability to prioritize and manage time appropriately.
 A proficiency with standard office procedures working in a team/collaborative environment.
 Flexibility to work additional hours, as necessary.
 Applicants should submit their resume and cover letter.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster.
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Position Title: Manager of Attorney Recruitment
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York
The Talent Development Department of Arnold & Porter has an opening for a Manager of Attorney Recruiting in
the New York Office. The Manager of Attorney Recruiting oversees law school outreach initiatives; the summer
associate program; and summer associate, lateral associate, entry-level associate, and judicial clerk recruiting
processes for the New York office. The Manager of Attorney Recruiting will be a member of the Talent
Development team and work closely with other Talent Development functions and other departments, including
Legal Personnel, Professional Development, Diversity & Inclusion, and Practice Management. The Manager will
collaborate with the Firmwide Director of Attorney Recruiting and other Talent Development Directors and
Managers to plan and coordinate attorney recruiting initiatives for the New York office. In addition, the Manager
will work closely with the Co-Chairs of the New York office Hiring Committee and the Firmwide Hiring
Committee Co-Chairs to help determine and accomplish the Hiring Committee's goals and objectives.
If you are a strategic thinker and motivated team-player, we hope you will apply for this role on our dynamic,
collaborative, and fun team.
Responsibilities include but are not limited to:
Summer Associate Program
Overseeing all administrative aspects of the summer associate program, including:
 Maintaining regular communication with all summer associates before arrival, during the program, and
after departure.
 Reviewing and administering summer associate orientation.
 Planning and coordinating summer associate mentoring programs and work with the Professional
Development team to facilitate summer associate training programs.
 Managing the summer associate work assignment system by working with assigning attorneys to monitor
work status and distribute assignments.
 Overseeing the planning and coordination and attend all social summer associate program events.
 Overseeing the summer associate evaluation process, summer associate exit interviews, and end of
summer offer decision process.
Summer Associate Recruiting Process
Overseeing all administrative aspects of the summer associate recruiting process, including:
 Reviewing the on-campus interview plan for the New York office and recommending changes as
appropriate.
 Overseeing the on-campus interview registration process for the New York office.
 Reviewing and evaluating all unsolicited summer associate applications.
 Working closely with the New York Office Hiring Committee Co-Chairs to select on-campus
interviewers.
 Meeting and greeting students in hospitality suites during on-campus interviews.
 Overseeing the coordination of all callback interviews and post-offer follow-up visits and events.
 Meeting with summer associate candidates during callback interviews and post-offer follow-up visits.
 Preparing candidate packets for Hiring Committee meetings and lead offer decision meetings.
 Facilitating offer decision-making process and post-offer follow-up efforts.
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Preparing and analyzing reports and projections regarding summer associate recruiting success and
other issues for use by the Hiring Committee.
Preparing agendas for Hiring Committee Co-Chair meetings.
Ensuring the firm's adherence to National Association for Law Placement (NALP) guidelines.
Serving as firm liaison to law school career services professionals and other recruitment
professionals. Maintaining these relationships through telephone and in-person contact and
participation in professional organizations and conferences.
Managing all aspects of the New York office's 1L outreach efforts.
Coordinating with other offices on Firmwide 1L outreach efforts.
Managing all aspects of recruiting process for New York office diversity & inclusion focused 1L
positions.

Lateral Associate, Entry-Level Associate, and Judicial Clerk Hiring
Manage day-to-day duties related to the lateral associate, entry-level associate, and judicial clerk hiring
process, including:
 Reviewing and evaluating all applications.
 Coordinating with practice groups and the Practice Management team to initiate searches.
 Communicating with search firms regarding lateral associate hiring needs and applicants.
 Managing offer approval and extension process.
 Working closely with Talent Development team members to support the onboarding and
integration process for all new associates.
General
 Updating NALP form and complete other necessary industry forms and surveys.
 Liaising with the Marketing team to ensure recruiting efforts are publicized on social media
platforms.
 Creating and oversee Attorney Recruiting and Summer Program budgets for the NY office.
 Managing NY Attorney Recruiting Team.
QUALIFICATIONS:
 A minimum of five years of prior attorney recruiting experience at a law firm is required.
 Prior supervisory experience.
 Four-year college degree or equivalent experience.
 Ability to multitask and prioritize while maintaining great attention to detail and quality.
 Exceptional judgment, flexibility and professionalism, and the ability to lead effectively while
being a team player.
 Strong interpersonal, organizational, and communication skills in a fast-paced environment are
required.
 Ability to demonstrate a high degree of trustworthiness in handling confidential and sensitive
information.
 Exceptional client service, both internal and external.
 Ability to define goals and follow through to achieve results.
 Proficiency in Microsoft Word, Excel, and database experience is required.
 Strong technology skills and a familiarity with recruiting databases (i.e., viRecruit and
Symplicity) are preferred.
 Experience with preparing statistical analyses and monitoring budgets is preferred.
 Additional hours, weekend work, and travel will be required, especially during the summer and
fall months.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
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or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Media Relations Manager
Department: Marketing
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Chicago, New York, or Washington, DC
The Marketing Department of Arnold & Porter has an opening for a Media Relations Manager. This position may
be located in the Washington, New York, or Chicago offices. The Media Relations Manager will be responsible
for increasing visibility around our core Industry Groups and leading practices by building additional awareness
of our key partners, capabilities and unique offerings at the intersection of regulatory, litigation and transactional
expertise.
The ideal candidate will have a minimum of eight years of media relations and communications experience,
preferably with a law firm, media outlet or professional services organization. This individual is passionate about
media relations, extraordinarily proactive and self-motivated, highly comfortable working with and counseling
firm partners and senior-level staff, and excited to join a fast-paced team that works on some of the highest
profile, most exciting issues.
Applicants should submit a cover letter and resume for consideration.
Responsibilities include, but are not limited to:









Helping to create, develop, plan and execute communications strategies as a member of the Media
Relations team.
Obtaining placements in appropriate media outlets, based on strategic plans and proactive opportunities,
that will raise visibility of the firm and its Industry Groups/practice areas and partners in the media.
Developing and cultivating relationships with appropriate press contacts at relevant legal, business,
policy, and technology publications. To include international, national and regional media.
Developing effective relationships with partners earning their trust and respect and ability to collaborate
on proactive media opportunities.
Preparing partners for media interviews and actively participates in meetings with key reporters; provides
partners with substantive feedback following media interviews.
Writing communication materials such as press releases, media pitches, byline articles, pre-briefing
documents, social media posts, etc.
Working closely with Business Development and Brand/Editorial Content teams to identify areas of cross
collaboration on industry trends, information on matters, and newsworthy client work that we can
promote.
Supporting strategy around internal and crisis communications where needed.

QUALIFICATIONS:





Four-year college degree required.
A minimum of eight years of media relations and strategic communications experience, preferably at a
law firm, media outlet or professional services organization.
Ability to provide high-level media relations counsel to attorneys and professional staff on key industry
sectors.
Experience with relevant sectors including Life Sciences; Financial Services; Consumer Products and
Retail; Technology, Telecommunications and Media; and Aerospace, Defense and National Security.
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Has strong relationships with key media contacts in the legal, business, policy and tech sector and proven
ability to build new relationships.
Ability to write and pitch story ideas, client wins, thought leadership, op-eds and brand profile in targeted
media outlets.
Strong news sense and understanding of what it takes to generate impactful media coverage and how to
measure ROI.
Experience in developing and successfully executing communications plans.
Comfortable interacting with and counseling partners and senior-level employees.
Passion for tracking industry trends and activities in order to provide attorneys and firm leadership with
fresh ideas on content development and distribution.
Digital and social media savvy.
Excellent organizational skills; ability to successfully prioritize multiple demands and meet deadlines
under pressure.
Team player and ability to work in fast-paced, high-profile environment.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Policy Specialist
Department: Legislative and Public Policy Practice
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Sacramento
Arnold & Porter is seeking a Policy Specialist for our Legislative and Public Policy Practice Group in
Sacramento. Qualified candidates must have a minimum of two years of experience working in the California
state legislature, Congress, a California or federal Executive branch department or agency, an association, interest
group, or company in the government relations field.
Arnold & Porter is relaunching its Sacramento Legislative and Public Policy Practice group later this fall, and it
will feature multiple seasoned professionals who have experience across a wide range of state policy sectors,
including healthcare, privacy, financial services, insurance, and education. The Policy Specialist will work
closely with the new team to serve clients across a number of policy areas. The Legislative and Public Policy
Practice Group works in a high-energy, fast-paced environment that rewards initiative and teamwork in the
pursuit of quality client service.
Nationwide, the Legislative and Public Policy Practice Group is Chambers-rated as one of the top legislative
practices at a national law firm. Clients include globally recognized brands, Fortune 500 companies, innovative
start-ups, leading associations, healthcare systems, educational institutions, units of local government, foreign
governments, and coalitions.
Qualifications:
 Bachelor‘s degree required.
 Minimum of two years of experience working in the California state legislature, Congress, a California or
federal Executive branch department or agency, an association, interest group, or company in the
government relations field.
 Well-versed in the California state legislative process.
 Demonstrated policy experience in multiple policy sectors.
 Demonstrates strategic focus, self-motivation, and a drive to action.
 Ability to work independently as well as on a team.
 Ability to communicate clearly and effectively, in oral and written form.
 Exhibit significant attention to detail and produce high quality deliverables on time.
 Must possess good judgment and decision making skills.
 Must have the ability to multi-task and prioritize in a fast-paced environment.
 Strong interpersonal skills.
 Willing to be registered for firm clients under applicable California laws.
Please submit a cover letter, resume, transcripts, and a brief writing sample of 5 pages or less that demonstrates an
ability to analyze an issue and advocate for a specific policy outcome. Candidates who exceed the page limits or
fail to submit an advocacy-based writing sample will not be considered. All interested candidates must submit
their documents by 5:00 p.m. ET on Friday, January 15. Applications will be reviewed on a rolling basis.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
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Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Project Legal Assistant
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Silicon Valley
The Practice Support Services Department of Arnold & Porter has an opening for a Project Legal Assistant in the
Silicon Valley office. Applicants should submit their resume, cover letter, school transcript and a short writing
sample.
The Project Legal Assistant will focus on patent litigation work by assisting our legal staff in preparing for
depositions, document productions, and hearings and trials in various courts and agencies including the US Patent
and Trademark Office and the Patent Trial and Appeal Board. Under the appropriate supervision and reporting to
the Legal Assistant Manager, the qualified candidate will effectively support attorneys and senior legal assistants
on a wide range of legal tasks from case inception through case closure.
Essential responsibilities include but are not limited to:











Assists with assembly of exhibits and appendices for court papers, depositions, and trials.
Organizes paper and electronic documents for use in depositions or trials.
Maintains indexes and organizes case files and workrooms.
Indexes and organizes files for off-site storage.
Assists with document collection, review and production.
Prepares for and attends depositions, hearings, trials and arbitrations as directed.
Files and obtains documents at various courts and agencies.
Utilizes legal research software.
Conducts research using various resources including databases and the internet.
Assists with department projects as needed and performs other work-related duties as assigned.

QUALIFICATIONS:










A minimum of a high school diploma, with a paralegal certificate &/or bachelor’s degree strongly
preferred.
Excellent academic record.
Superior organizational skills with the ability to prioritize and manage a large workload efficiently and
effectively.
Highly detail-oriented, including the ability to assess and respond to underlying detail issues and
implications.
Excellent written and oral communication skills.
Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
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or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Real Estate Project Legal Assistant
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York
The Practice Support Services Department of Arnold & Porter has an opening for a Real Estate Project Legal
Assistant in the New York office. Applicants should submit a cover letter, resume, school transcript and a short
writing sample for consideration.
The Real Estate Project Legal Assistant assists legal staff in preparing for pre and post-closing transactional work
and due diligence investigations. Under the appropriate supervision and reporting to the Legal Assistant Manager,
the qualified candidate will effectively support attorneys and senior legal assistants on a wide range of legal tasks
from deal inception through closure.
Essential responsibilities include but are not limited to:









Supports attorneys and legal assistants in transactional closings.
Schedules lien searches and filings.
Prepares closing sets.
Files and obtains documents at various courts and agencies.
Updates minute books and summaries of officers and directors.
Prepares audit letter responses.
Conducts research using various resources including databases and the internet.
Assists with department projects as needed and performs other work-related duties as assigned.

QUALIFICATIONS:










A minimum of a high school diploma, with a bachelor’s degree strongly preferred.
Excellent academic record.
Superior organizational skills with the ability to prioritize and manage a large workload efficiently and
effectively.
Highly detail-oriented, including the ability to assess and respond to underlying detail issues and
implications.
Excellent written and oral communication skills.
Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
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Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Receptionist
Department: Operations
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Chicago
Arnold & Porter has an opening for a Receptionist in the Chicago office. The Receptionist will professionally
answer all incoming calls, welcome all clients and guests, coordinate the pick-up and delivery of express mail
services (i.e., FedEx, UPS, etc.), assist in conference room reservations with food and beverage set ups and
perform clerical duties (i.e., duplicating, faxing, scanning, binding, etc.)
Qualifications:









A minimum of one year prior office experience answering telephones and greeting visitors.
Demonstration of effective oral and written communication skills.
Ability to work effectively with all levels of firm with tact and diplomacy.
Demonstration of general clerical skills.
Knowledge and experience with using a computer in an office environment.
Ability to operate general office equipment.
Ability to plan and organize work.
Flexibility to work additional hours, as needed.

Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Service Desk Analyst
Department: Information Technology
# Positions Available: 4
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: Washington, DC
The Information Technology Department of Arnold & Porter has several openings for Service Desk Analysts in
the Washington, DC office working the following shifts:


11:00 PM to 11:00 AM Friday into Saturday and Saturday into Sunday and 7:00 AM to 2:45 PM
Monday and Tuesday



7:30 AM to 4:00 PM Monday through Friday



8:00 AM to 4:30 PM Monday through Friday



11:00 PM to 7:30 AM Sunday through Friday

The Service Desk Analyst is responsible for providing exceptional customer service and support to the Firm and
clients of the Firm. Responsibilities include: Providing end-user support services, troubleshooting assistance, and
problem resolution via telephone, remote desktop connection, and/or visits to user locations; exhibiting ownership
and timely resolution of all incident tickets and change orders; interacting directly with other IT groups to
determine the proper remediation for an issue; setting-up and quality assurance testing of new hardware and
software for existing and new end-users in the Firm and other duties as assigned.
QUALIFICATIONS:
 Minimum of three years of experience in end-user support.
 Knowledge and experience with law firm specific applications and previous employment in legal information
technology is preferred.
 Two-year college degree preferred. Equivalent experience will be considered.
 Strong communication and interpersonal skills.
 Experience implementing, maintaining and supporting Windows operating systems and Microsoft Office
applications.
 Technical experience configuring and supporting workstations, laptops, printers, and related equipment.
 Exceptional client service, both internal and external.
 Flexibility to work additional shifts as needed.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
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Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster
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Position Title: Tax/Trust & Estates Project Legal Assistant
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York
The Practice Support Services Department of Arnold & Porter has an opening for a Tax/Trusts & Estates Project
Legal Assistant in the New York office.
The Project Legal Assistant will focus on tax and trusts & estates work by assisting our legal staff in preparing
estate planning documents, probate, and tax filings. Under the appropriate supervision and reporting to the Legal
Assistant Manager, the qualified candidate will effectively support attorneys and senior legal assistants on a wide
range of legal tasks from matter inception through case closure. Applicants should submit their cover letter,
resume, school transcript and a short writing sample for consideration.
Essential responsibilities include but are not limited to:















Assisting with drafting and assembling estate planning documents.
Processing executed documents and preparing correspondence to clients and accountants.
Gathering, reviewing, and organizing asset information for eventual probate and estate tax reporting.
Preparing and/or coordinating the preparation of probate filings and estate tax return filings both locally and
throughout the United States.
Preparing probate-related filings and executing electronic probate filings.
Preparing and filing various Internal Revenue Service forms.
Assisting in compiling documents for and preparing responses to IRS audit requests.
Maintaining indexes and organizing case files and workrooms.
Indexing and organizing files for off-site storage.
Assisting with document collection, review, and production.
Filing and obtaining documents at various courts and agencies.
Utilizing legal research software.
Conducting research using various resources including databases and the internet.
Assisting with department projects as needed and performing other work-related duties as assigned.

QUALIFICATIONS:










A minimum of a high school diploma, with a paralegal certificate and/or bachelor’s degree strongly
preferred.
Excellent academic record.
Superior organizational skills with the ability to prioritize and manage a large workload efficiently and
effectively.
Highly detail-oriented, including the ability to assess and respond to underlying detail issues and
implications.
Excellent written and oral communication skills.
Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.
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Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO
is the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As
an E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department
of Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause.
Please see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify
Participation Poster and Right-to-work Poster
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Position Title: Tax/Trust & Estates Specialist
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York
The Practice Support Services Department of Arnold & Porter has a Trusts & Estates/Tax Specialist opening in the New
York office. Applicants should submit a cover letter, resume, school transcript and a short writing sample for consideration.
The Specialist will provide high level support to the Trusts and Estates (Tax) Group on various aspects of estate planning,
trust administration and handling of probate proceedings.
Responsibilities include but are not limited to:
 Finds and secures probate and non-probate assets.
 Collects proceeds from life insurance.
 Addresses tax issues.
 Advises on decedents final bill payments.
 Assists with the sale of estate property.
 Prepares and files all documents required in the probate process.
 Drafts probate pleadings.
 Notifies decedent’s creditors.
 Transfers assets into the name of the estate and/or trust.
 Prepares inventory listings of assets beginning with the date of death.
 Prepares accountings from the date of death through the closing of the probate process.
 Prepares fiduciary tax returns.
 Prepares and files estate tax returns.
 Transfers assets to beneficiaries.
 Obtains tax ID numbers and drafts tax returns.
 Drafts trust agreements, inventories, petitions and pleadings.
 Assists with hiring, interviewing, and training legal assistants.
Qualifications:
 A four-year college degree or equivalent experience required.
 Minimum of eight (8) years previous relevant trust and estate experience, including probate, trust administration and
return preparation and a minimum of two (2) years of prior supervisory experience.
 Accounting, estate planning and tax preparation experience a plus.
 Experience in Microsoft Office Suite.
 Familiarity with One Source Trust & Estate Administration (Thompson Reuters), Estate Val, Gift Val, Estate
Planning Tools, Superforms and Internal Revenue Service website for completing various miscellaneous forms.
 Superior organizational skills with the ability to prioritize and manage a large workload efficiently and effectively.
 Highly detail-oriented, including the ability to assess and respond to underlying detail issues and implications.
 Excellent written and oral communication skills.
 Ability to coordinate directly with client (or their family office), financial institutions, etc.
 Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
 Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
 Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
 Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.
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Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
and Right-to-work Poster
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Position Title: Trademark Legal Assistant
Department: Practice Support
# Positions Available: 1
Full Time: Yes
Part Time: No
Required Education: Degree Preferred
Location: New York or Washington, DC
The Practice Support Services Department of Arnold & Porter has a Trademark Legal Assistant opening in the
New York or Washington, DC office. Applicants should submit a cover letter, resume, school transcript and a
short writing sample for consideration.
The Trademark Legal Assistant provides support to the Trademark Prosecution practice group under the direct
supervision of attorneys on various domestic and international client and firm matters.
Responsibilities include but are not limited to:
 Files and maintains trademarks with the US Patent and Trademark Office, and foreign trademark offices
and agencies, including filing trademark applications, responses to office actions, statements of use,
extensions of time, notices of allowance, changes of name and owner, post publication amendments, power
of attorney forms, petitions, assignments, section 8 and 15 renewals and section 8 and 9 renewals.
 Files extensions of time for oppositions, notices of opposition, petitions to cancel, multiple types of
motions with the ESTTA and follow all actions via TTABVUE.
 Generates and reviews global search reports using SAEGIS and Corsearch.
 Creates cost estimate spreadsheets for clients.
 Establishes and maintains trademark files and other document collections as needed.
 Drafts correspondence.
 Performs docket maintenance such as clearing deadlines and reminders.
 Communicates with clients and foreign agents.
Qualifications:
 A minimum of a high school diploma, with a four-year college degree strongly preferred.
 Minimum of three years of domestic and international trademark prosecution legal assistant experience.
 Experience in Microsoft Office Suite, electronic intellectual property resources, the USPTO website and IP
docketing systems such as Inprotech.
 Superior organizational skills with the ability to prioritize and manage a large workload efficiently and
effectively.
 Highly detail-oriented, including the ability to assess and respond to underlying detail issues and
implications.
 Excellent written and oral communication skills.
 Exceptional interpersonal skills, a commitment to professionalism, integrity, and collegiality.
 Proven ability to multi-task and set priorities while meeting deadlines in a fast-paced environment.
 Exceptional problem solving skills, critical thinking abilities and the ability to work well under pressure.
 Flexibility to work overtime as necessary, including nights and weekends and travel, as necessary.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
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or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
and Right-to-work Poster
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CURRENT ATTORNEY JOB OPENINGS FOR THE WEEK OF 11/29/2021

Position Title: Antitrust Associate
Practice Group: Antitrust
# Positions Available: 1
Full Time: Yes
Required Education: Degree Required
Location: San Francisco
Arnold & Porter is seeking a mid-level associate to join our Chambers-ranked Antitrust & Competition
Practice in our San Francisco office.
More than 120 attorneys in our US and European offices handle complex and critical antitrust and
competition matters. Our experience covers the full range of US and EU antitrust issues, such as
mergers, pricing, distribution, intellectual property, dominance and abusive conduct, cartel, and state
aids (both at the EU and Member State levels). Because our antitrust practice regularly handles the full
range of complex antitrust matters (including merger clearances, civil investigations, criminal/cartel
investigations, class action antitrust litigation, and counseling/compliance programs), our clients benefit
from the multiple perspectives we bring to every engagement. More information about our practice can
be found here and recent accolades on the group and firm can be found here, here, and here.
Qualified applicants for this position must have a minimum of three years of experience handling
antitrust matters; strong research, writing and analytic skills; an ability to work independently and
creatively; and an ability to work successfully as part of a team. All applicants should have excellent
academic credentials and references.
Applicants must currently be licensed, or currently be eligible to become licensed, to practice law in
California.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Corporate Associate - Junior to Mid-Level Investment Management Associate
Practice Group: Corporate & Finance
# Positions Available: 1
Full Time: Yes
Required Education: Degree Required
Location: Los Angeles, New York, Washington D.C., San Francisco, Silicon Valley, Chicago, or
Denver
Arnold & Porter is seeking a junior to mid-level associate to join the Investment Management sub-group
of the Corporate & Finance Group in our Los Angeles, New York, Washington D.C., San Francisco,
Silicon Valley, Chicago, or Denver office.
Qualified candidates must have a minimum of one year of experience in investment management
transactional work, including inprivate fund formation, and some familiarity with the Investment
Advisers Act of 1940 and the Investment Company Act of 1940. Experience representing institutional
investors and wealth advisory firms is a plus. All applicants should have excellent academic credentials
and strong written and verbal communication skills. Applicants must currently be licensed, or currently
be eligible to become licensed, to practice law in the jurisdiction in which they are applying.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Corporate Associate - Mid-Level Life Sciences Transactions Associate
Practice Group: Corporate & Finance
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree Required
Location: New York, San Francisco, Silicon Valley, or Washington, DC
Arnold & Porter is seeking a mid-level Life Sciences Transactions associate for the New York, San
Francisco, Silicon Valley, or Washington, DC office.
Arnold & Porter’s premier and nationally ranked Life Sciences Transactions practice works closely with
public and private global life sciences companies of all stages to structure their deals to develop, protect
and commercialize their cutting edge pharmaceuticals, biologics, medical devices, diagnostics and
digital health products, in addition to their financing and exit transactions. Clients include Novartis,
Pfizer, GE Healthcare, Sandoz, Alcon, Sanofi, AstraZeneca, Bayer HealthCare, and Celgene. Our crossoffice team is collaborative, close-knit, supportive, and collegial. Our practice is thriving and growing
with five newly elected partners in the last three years.
Qualified applicants should have a minimum of three years of experience handling transactional matters
with a focus on intellectual property and life sciences transactions; strong research, writing, and analytic
skills; an ability to work independently and creatively; and an ability to work successfully as part of a
team. An undergraduate or advanced degree or work experience in life sciences, computer science,
electrical engineering, or other technology-related field of study is preferred. This opportunity is for the
intellectually curious applicant who enjoys working on cutting edge technologies and wishes to further
their career in a collegial environment.
Applicants must currently be licensed, or currently be eligible to become licensed, to practice law in the
jurisdiction in which they are applying.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
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see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation
Poster.

Position Title: Corporate Associate - Mid-Level
Practice Group: Corporate & Finance
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree Required
Location: Chicago, Denver, Los Angeles, New York, San Francisco, Silicon Valley or Washington, DC
Arnold & Porter is seeking mid-level associates (2016 - 2017) to join our Corporate & Finance group in our
Chicago, Denver, Los Angeles, New York, San Francisco, Silicon Valley or Washington, DC office. Qualified
candidates for this position must have a minimum of three years’ experience in corporate transactional work,
including capital markets, mergers and acquisitions, and general corporate representation. Candidates should have
strong drafting and negotiating skills, strong teamwork skills, and the ability to manage some components of deals
independently.
Our leanly structured deal teams offer associates the opportunity to assume more responsibility and allow for a
high level of partner and client contact.
Candidates must currently be licensed, or currently eligible to become licensed, to practice law in the jurisdiction
in which they are applying to work.
Arnold & Porter’s Corporate & Finance Group brings together approximately 140 lawyers throughout the firm's
12 offices with extensive experience in a broad range of transactions, both domestic and international. As a result,
we offer clients a complete range of services in a wide variety of areas, including:
• Mergers and Acquisitions
• Venture Financings
• Secured Loan Transactions
• Corporate Governance and Exchange Act Compliance
• Capital Markets and Securities Transactions
• General Corporate Representation
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Finance Associate
Practice Group: Corporate & Finance
# Positions Available: 1
Full Time: Yes
Required Education: Degree Required
Location: Chicago, Denver, Los Angeles, New York, San Francisco, Silicon Valley or Washington, DC
Arnold & Porter is seeking a mid-level associate (2016 - 2017) to join our Corporate and Finance Group
in our Chicago, Denver, Los Angeles, New York, San Francisco, Silicon Valley or Washington, DC
office. The Corporate and Finance practice counsels major US and international lenders and borrowers
worldwide including financial institutions, private equity and hedge funds, business development
companies, and other non-bank lenders. The group regularly advises on multi-tier capital structures,
including first/second lien debt, high yield debt, privately placed mezzanine debt, and preferred equity
issuances.
Qualified candidates for this position must have a minimum of three years of relevant legal work
experience in, and demonstrate a continued interest in, syndicated & leveraged finance and structured
finance transactions. The ideal candidate will have experience managing and developing junior
associates.
Candidates must currently be licensed, or currently eligible to become licensed, to practice law in the
jurisdiction in which they are applying to work.
Arnold & Porter’s Corporate & Finance Group brings together approximately 140 lawyers throughout
the firm's 12 offices with extensive experience in a broad range of transactions, both domestic and
international. As a result, we offer clients a complete range of services in a wide variety of areas,
including:
• Mergers and Acquisitions
• Venture Financings
• Secured Loan Transactions
• Corporate Governance and Exchange Act Compliance
• Capital Markets and Securities Transactions
• General Corporate Representation
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
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For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster

51
US 169214006v1

Position Title: Foreign Attorney
Practice Group: Foreign Attorney Program
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree Required
Location: New York or Washington, DC
As part of Arnold & Porter's Foreign Attorney Program, our Washington, DC and New York offices are seeking
foreign attorneys with bilingual fluency in English and Spanish, and strong written skills in both languages, to
work with the International Arbitration group in a temporary position for a term of approximately one year. The
arbitration practice features cases before ICSID, the ICC, and other arbitral fora.
The Arnold & Porter Foreign Attorney Program is designed to allow foreign attorneys to understand firsthand the
variety of services that our attorneys provide for their clients. Foreign attorneys participate in an Arnold & Porter
program that allows them to observe and participate in US law firm practice, and learn about various legal
proceedings. Foreign attorneys attend firm seminars and training programs on US legal issues and international legal
issues, and actively observe and participate in cases in their areas of practice, including attending client meetings,
hearings, strategy sessions and reviewing relevant case documents. Foreign attorneys also undertake legal research
and writing. Foreign attorneys work collaboratively with Arnold & Porter attorneys on various matters.
Qualified applicants must have, at a minimum, a law degree-equivalent at a university in the foreign attorney’s
home country, bar membership in the foreign attorney's home country, and preferably also an LLM degree from
an ABA accredited US law school (or current enrollment in such an LLM program). Finally, all applicants should
have excellent professional and academic credentials and references.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Labor and Employment Associate - Junior to Mid-Level
Practice Group: Labor & Employment
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree Required
Location: Los Angeles, San Francisco, or Silicon Valley
Arnold & Porter is seeking a junior to mid-level associate for our Labor & Employment group in our Los
Angeles, San Francisco, or Silicon Valley office.
Qualified candidates must have an interest in employment litigation, and preferably at least one year of experience
in employment litigation, employment counseling, and traditional labor work. All applicants should have
excellent academic credentials and references, writing and analytical skills, attention to detail, and the ability to
multi-task and work in a fast-paced environment. Applicants must currently be licensed, or currently be eligible
to become licensed, to practice law in the jurisdiction in which they are applying.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Life Sciences & Healthcare Regulatory Associate - Mid-Level
Practice Group: Life Sciences & Healthcare Regulatory
# Positions Available: 1
Full Time: Yes
Required Education: Degree - JD required
Location: Washington, DC
Arnold & Porter is seeking a mid-level Life Sciences & Healthcare Regulatory associate for the
Washington, DC office.
The Life Sciences & Healthcare Regulatory practice focuses on providing comprehensive assistance to
our clients in all areas of life sciences product and healthcare provider/supplier regulation. Our clients
include healthcare providers and suppliers of health care services, some of the leading trade and
professional organizations and societies, and a broad range of life sciences companies from global
enterprises to early-stage start-up developers and manufacturers of pharmaceutical, biotechnology, and
medical device products, including digital health, diagnostic products, and laboratory testing.
Qualified applicants for this position must have been in practice for a minimum of 3 years with
experience with fraud and abuse and other healthcare laws, strong research, writing and analytic skills;
and an ability to work independently and creatively, as well as an ability to work successfully as part of
a team. All applicants should have excellent academic credentials and references.
Applicants must currently be licensed, or currently be eligible to become licensed, to practice law in
Washington, DC.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Life Sciences & Healthcare Regulatory FDA Associate - Mid-Level Life Sciences and
Healthcare Regulatory
Practice Group: Life Sciences & Healthcare Regulatory
# Positions Available: 1
Full Time: Yes
Required Education: Degree - JD required
Location: Washington, DC
Arnold & Porter is seeking a mid-level Life Sciences & Healthcare Regulatory associate for the
Washington, DC office.
The Life Sciences & Healthcare Regulatory practice focuses on providing comprehensive assistance to
our clients in all areas of life sciences product and healthcare provider/supplier regulation. Our clients
include healthcare providers and suppliers of health care services, some of the leading trade and
professional organizations and societies, and a broad range of life sciences companies from global
enterprises to early-stage start-up developers and manufacturers of pharmaceutical, biotechnology, and
medical device products, including digital health, diagnostic products, and laboratory testing.
Qualified applicants for this position must have been in practice for a minimum of 3 years with
experience with fraud and abuse and other healthcare laws, strong research, writing and analytic skills;
and an ability to work independently and creatively, as well as an ability to work successfully as part of
a team. All applicants should have excellent academic credentials and references.
Applicants must currently be licensed, or currently be eligible to become licensed, to practice law in
Washington, DC.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Litigation Associate
Practice Group: Litigation
# Positions Available: 1
Full Time: Yes
Required Education: Degree Required
Location: San Francisco
Arnold & Porter is seeking a mid-level litigation associate to join the Litigation Practice Group in our San
Francisco office.
Arnold & Porter is widely recognized for our successful record in sensitive, complex, or high-stakes litigation.
Nearly 600 litigators work across the firm's offices as one multi-disciplinary team on precedent-setting cases in
virtually every major sector. Over half of the Fortune 250 companies have chosen Arnold & Porter as outside
counsel. We are proud to represent numerous clients in pro bono matters (our attorneys performed 115,538 pro
bono hours in 2020).
Qualified candidates must either have a minimum of three years of law firm litigation experience or at least two
years of law firm litigation experience and a judicial clerkship.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Patent Litigation Associate - Mid-Level to Senior
Practice Group: Intellectual Property
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree - JD required
Location: Chicago, Los Angeles, New York, San Francisco, Silicon Valley and Washington, DC
Arnold & Porter is seeking midlevel - senior patent litigation associates to join the Intellectual Property &
Technology Practice Group in our Chicago, Los Angeles, New York, San Francisco, Silicon Valley and
Washington, DC offices.
The Intellectual Property & Technology Practice Group is made up of approximately 100 attorneys who advise
clients along the life cycle of their most important assets, including patents, copyrights, trademarks, rights of
publicity, trade secrets, and related issues. Our Patent Litigation team combines proven trial and appellate
experience, strategic approaches, and technological knowledge to enforce and defend our clients' patent rights,
particularly in the life sciences and technology industries. Attorneys work on matters for clients such as Pfizer,
Sanofi, Regeneron, Boston Scientific, Hologic, GE, Adobe, Google, Nike, and Samsung.
Qualified applicants for this position must have a minimum of three years of prior work experience handling life
sciences litigation, ideally with experience in ANDA and Hatch-Waxman matters and experience litigating and
managing therapeutics cases (biologic or chemical) in district courts and before the PTAB. In addition, candidates
must possess strong research, writing and analytic skills; an ability to work independently and creatively; as well
as an ability to work successfully as part of a team. A life science undergraduate and/or graduate degree is
preferred. All applicants should have excellent academic credentials and references.
Applicants must currently be licensed, or currently eligible to become licensed, to practice law in the
jurisdiction(s) where they apply.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Patent Litigation Associate - Junior
Practice Group: Intellectual Property
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree - JD required
Location: Chicago, Denver, Los Angeles, New York, San Francisco, Silicon Valley and Washington,
DC
Arnold & Porter is seeking midlevel - senior patent litigation associates to join the Intellectual Property &
Technology Practice Group in our Chicago, Los Angeles, New York, San Francisco, Silicon Valley and
Washington, DC offices.
The Intellectual Property & Technology Practice Group is made up of approximately 100 attorneys who advise
clients along the life cycle of their most important assets, including patents, copyrights, trademarks, rights of
publicity, trade secrets, and related issues. Our Patent Litigation team combines proven trial and appellate
experience, strategic approaches, and technological knowledge to enforce and defend our clients' patent rights,
particularly in the life sciences and technology industries. Attorneys work on matters for clients such as Pfizer,
Sanofi, Regeneron, Boston Scientific, Hologic, GE, Adobe, Google, Nike, and Samsung.
Qualified applicants for this position must have a minimum of three years of prior work experience handling life
sciences litigation, ideally with experience in ANDA and Hatch-Waxman matters and experience litigating and
managing therapeutics cases (biologic or chemical) in district courts and before the PTAB. In addition, candidates
must possess strong research, writing and analytic skills; an ability to work independently and creatively; as well
as an ability to work successfully as part of a team. A life science undergraduate and/or graduate degree is
preferred. All applicants should have excellent academic credentials and references.
Applicants must currently be licensed, or currently eligible to become licensed, to practice law in the
jurisdiction(s) where they apply.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Private Client Services Associate - Mid-Level
Practice Group: Tax and Estates
# Positions Available: Multiple
Full Time: Yes
Required Education: Degree - JD required
Location: New York
Arnold & Porter’s Tax Practice Group is seeking a mid-level private client services associate for its New
York office. Qualified applicants must have a minimum of three years of experience in trusts and
estates, transfer tax, and associated income tax areas of the law. Applicants who have had significant
and meaningful experience on the domestic and international tax planning front are preferred. The ideal
candidate will possess creative and strategic analytical abilities and the ability to work independently as
well as effectively as part of a team. All applicants should have excellent academic credentials and
references.
Arnold & Porter’s private client services attorneys are known for their interdisciplinary approach to
addressing the complex needs of wealthy individuals and families related to their businesses,
investments, wealth succession planning and philanthropic activities. The group counsels clients on a
wide variety of issues relating to estate planning, tax, real estate, family disputes, business organization
and succession planning. In addition, our attorneys are leaders in international and cross-border estate
and tax planning, recognized for our significant experience in tackling complex personal, trust, and
probate issues arising from multi-national ownership groups, foreign investment in US situated assets
and US interests in foreign trusts and foreign investments.
Applicants must currently be licensed, or currently eligible to become licensed, to practice in New York,
NY.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Real Estate Associate - Junior to Mid-Level
Practice Group: Real Estate
# Positions Available: 1
Full Time: Yes
Required Education: Degree - JD required
Location: Chicago, Denver, Houston, Los Angeles, New York, and Washington, D.C.
The Chicago, Denver, Houston, Los Angeles, New York, and Washington, D.C. offices of Arnold & Porter are
seeking junior to mid-level associates to join our Real Estate Practice Group.
The primary focus of the group is representing real estate developers, owners, users and institutions in the
Washington metropolitan region in transactions involving large-scale commercial, residential, hotel and mixeduse projects.
Qualified applicants for this position must have a minimum of two years of experience working on commercial
real estate transactions. Applicants will have the opportunity to join a growing and nationally-ranked practice,
work on complex and sophisticated transactions, and work with collegial and team-oriented attorneys who are
invested in their growth and development. All applicants must have strong analytical, verbal, and written
communication skills, as well as excellent academic credentials and references.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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Position Title: Technology Transactions Associate - Junior to Mid-Level
Practice Group: Technology Transactions
# Positions Available: 1
Full Time: Yes
Required Education: Degree - required
Location: Chicago, Denver, Los Angeles, New York, Palo Alto, CA, San Francisco, Silicon Valley or
Washington, D.C.
Arnold & Porter’s dynamic and growing Technology Transactions Practice Group is seeking a junior to
mid-level associate for its Los Angeles, CA ,San Francisco, CA, Palo Alto, CA, Washington, DC,
Denver, CO, Chicago, IL, or New York, NY offices.
The Technology Transactions practice handles complex, innovative technology transactions for
prominent technology, life sciences, consumer products, and entertainment companies.
Qualified applicants for this position must have a minimum of three years of experience handling
transactional matters with a focus on intellectual property and technology transactions; strong research,
writing and analytic skills; an ability to work independently and creatively; and an ability to work
successfully as part of a team. Applicants with technology or life sciences sector experience are
preferred. An undergraduate or advanced degree or work experience in computer science, electrical
engineering, life sciences or other technology-related field of study is preferred. This opportunity is
ideal for the intellectually curious applicant who enjoys working on cutting edge technologies and
wishes to further her/his career in a collegial environment. All applicants must have excellent academic
credentials and references.
Applicants must currently be licensed, or currently be eligible to become licensed, to practice law in the
jurisdiction(s) where they apply.
Arnold & Porter Kaye Scholer LLP is an equal opportunity and affirmative action employer that does not discriminate on the basis of race, color, creed,
religion, national origin, sex (which includes pregnancy, childbirth, breastfeeding and related medical conditions), age, marital or partnership status,
familial status, sexual orientation, gender, gender identity, gender expression, transgender, physical or mental disability, medical condition, family leave
status, citizenship status, immigration status, ancestry, genetic information, military or veteran status, or any other characteristic protected by local, state,
or federal laws, rules, or regulations. All qualified applicants will receive consideration for employment without regard to any characteristic protected by
local, state, or federal laws, rules, or regulations.
Arnold & Porter Kaye Scholer LLP endeavors to make www.arnoldporter.com accessible to any and all users. If you would like to contact us regarding the
accessibility of our website or need assistance completing the application process, please contact Director of Support Staff Stephanie Denmark at +1
202.942.6068. This contact information is for accommodation requests only and cannot be used to inquire about the status of applications.
For our EEO Policy Statement, please click here. If you would like more information about your EEO rights as an applicant under the law, please click EEO is
the LAW and the Supplement poster.
Arnold & Porter is an EO Employer – M/F/Veteran/Disability/Sexual Orientation/Gender Identity.
Arnold & Porter Kaye Scholer LLP uses E-Verify, which is a web-based system, to confirm the eligibility of our employees to work in the United States. As an
E-Verify employer, we verify the identity and employment eligibility of newly hired employees by electronically matching information provided by
employees on the Form I-9, Employment Eligibility Verification, against records available to the Social Security Administration (SSA) and the Department of
Homeland Security (DHS). We use E-Verify because we are a federal contractor containing the Federal Acquisition Regulation (FAR) E-Verify clause. Please
see the posters for details regarding E-Verify or contact Arnold & Porter’s Human Resources Department for more information. E-Verify Participation Poster
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