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JOB ANNOUNCEMENT
(Updated 04/2025)


Title:			HSMT/LRE Program Assistant
Department:		High School Mock Trial/Law-Related Education 
Location:		Atlanta, Georgia (hybrid, as approved)
Supervisor:		Director of High School Mock Trial/Law-Related Education
Classification: 		Full-Time / Non-Exempt

Statement of Purpose:
Law-Related Education (LRE) supports K–12 teachers with resources aligned to the Georgia Standards of Excellence and strategies for integrating civics and legal concepts across subject areas. LRE delivers teacher workshops and conferences; operates the Journey Through Justice (JTJ) and JTJ On the Road field trips; maintains the Virtual Museum of Law and online LiveBinders; and administers the Civics and Law Honor Roll.

High School Mock Trial (HSMT) administers a competition of 140 Georgia schools annually, engaging 2,200+ students, hundreds of teachers and attorney coaches, and 800+ volunteer judges/attorneys. Competitions run in multiple locations statewide from January through March. The department also hosts Law Academy, a three-day program for top students nominated by their coaches, and oversees the Craig Harding Memorial Court Artist Contest.

Specific Duties and Responsibilities:
Law-Related Education (LRE)
· Coordinate JTJ scheduling and logistics, including maintaining calendars and communicating with teacher contacts by email and phone.
· Support JTJ tours: greet groups, prepare materials/refreshments, assign mock trial roles, supervise breaks and movement, and set up/break down.
· Participate in JTJ mock trials and prepare related certificates (e.g., Honorary Attorney for the Day).
· Respond to inquiries about JTJ, teacher workshops, curriculum materials and other LRE resources; fulfill material requests for educators, Bar members and the public.
· Prepare and assemble materials for teacher workshops and conferences.

· Maintain and organize LRE files, storage and program spaces (including storage room and kitchen).
· Administer the Civics and Law Honor Roll: communicate with teachers, review submissions for completeness and prepare/mail certificates.
· Track purchases and reconcile the monthly LRE report to ensure budget compliance and accurate general ledger coding.
· Price, order and/or purchase supplies for JTJ mock trials and other LRE activities.
· Plan and support Homeschool Week (typically in January) and report participation statistics to the LRE director.
· Assist with the annual SkillsUSA Georgia Criminal Justice Quiz Bowl competition and other special LRE events.
· Coordinate with Communications to promote LRE resources and events and maintain/update LRE webpages.
· Attend professional conferences and workshops to assist with outreach and program promotion.
High School Mock Trial (HSMT)
· Assist with scheduling of the competition season, including communicating with teams, coaches, volunteers and local coordinators.
· Assist with logistics for competitions, Law Academy, Court Artist Contest and state finals, including materials preparation, shipping, on-site setup and breakdown.
· Maintain accurate databases of teams, volunteers and judges; generate reports and contact lists using Microsoft Access and Excel.
· Assist with national championship logistics for the state champion team and court artist.
Administrative and Financial Support
· Track invoices, process payments and record expenditures in coordination with the Bar’s Accounting Department.
· Coordinate with other State Bar departments on shared initiatives and projects.
· Perform other duties as assigned.

Essential Functions of the Job:
· Strong written and verbal communication skills with both adults and children.
· Strong organizational and time-management skills; detail-oriented.
· Proficient in standard office tasks (typing, proofreading and document preparation).

· Ability to work effectively with diverse groups and in classroom/event settings (including hearing teacher and student questions).
· Ability to drive and travel as required.
· Ability to lift up to 40 pounds.
· Employee is subject to in-person and remote supervision and is expected to perform their job in a State Bar office unless managing or supporting a meeting or event that takes place away from a State Bar office or telecommuting in compliance with State Bar policy.

Tools, Equipment and Technology:
· Proficiency in Microsoft 365 (Word, Excel, PowerPoint, Access), Outlook and Adobe Acrobat.
· Use of Fastcase and other online legal research tools.
· Comb binding machine, projector and screen, rolling cart and dolly.
· Ability to learn and use web-based registration, communication and content management systems.
Education, Training and Experience:
· Bachelor’s degree preferred, or high school diploma/GED with 3+ years of administrative experience in a professional office.
· Valid driver’s license, satisfactory background check, and Mandated Reporter Certification required.
· Preferred: experience in a legal setting (law firm, corporate legal, or court clerk’s office) or nonprofit.

· Experience in program coordination, education or event management; mock trial experience preferred.
· Experience working with volunteers, including attorneys, judges, educators or students.
· Broad-based understanding of the educational environment and ability to help keep the HSMT competition focused on student experience and educational value.
· Demonstrated ability to collaborate effectively with co-workers, management and program volunteers in a mission-driven organization and maintain focus on student educational experience.
· Verbal fluency in Spanish helpful but not required.


How to Apply:  

· Send an email with your resume and cover letter attached to HR@gabar.org.
· Please type “HSMT-LRE Asst” as the subject line of the email.
· Please make sure the cover letter explains your interest in the position, summary of your work experience, and includes at least three references and your contact information. 
· Deadline for applications: Until the position is filled.


About the State Bar of Georgia: The State Bar of Georgia, with offices in Atlanta, Savannah, and Tifton, was established in 1964 by the Supreme Court of Georgia as the successor to the voluntary Georgia Bar Association, founded in 1884. All lawyers licensed to practice in Georgia belong to the State Bar. Its more than 55,000 members work together to strengthen the constitutional promise of justice for all, promote principles of duty and public service among Georgia’s lawyers and administer a strict code of legal ethics.
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