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Southern California Association of Law Libraries

Research Coordinator

The Research Services Department of Arnold & Porter has an opening for a Research
Coordinator to join our energetic, creative, and global service team. This position may
work 100% virtual/remote in a firm approved U.S. state working Pacific Time hours.

Under the direction of the firmwide Research Services management team, the
Research Coordinator performs on demand reference and document research services
across a wide range of subject areas using a variety of print and electronic resources,
including free and fee-based databases and web sites. In addition, the Research
Coordinator supports the delivery of services to departments, including Conflicts, the
Managing Attorney’s Office, and Marketing.

Essential responsibilities include but are not limited to:

= Performing on demand reference and document research services across a wide
range of subject areas using a variety of print and electronic resources,
including free and fee-based databases and web sites.

= Serving as primary researcher in support of due diligence service for the
Conflicts Department.

= Working with the Research Workflow Supervisor to design and implement new
research services to the firm’s professional departments, including the
Managing Attorney’s Office, Practice Support Services, and Marketing.

= Actively participating in department and other internal firm meetings.

Qualifications:

= Bachelor’s degree required; enrollment in a Master’s in Library Science or
equivalent degree from an ALA accredited school is a plus.

= A minimum of one year of experience providing on demand reference in a law
library. Experience working in any professional department within a large law
firm a plus.

= Demonstrated ability to make cost-effective use of a wide range of print and
online resources, including Westlaw, Lexis Advance, Law 360, Wolters Kluwer,
and Bloomberg BNA.

= Comfortable using Microsoft Office applications, especially Word, Outlook, and
Excel.

= Familiarity with the Quest ticketing system a plus.

= Strong client service orientation.



= Ability to work independently and as part of a team, prioritizing multiple projects
and assignments.

= Ability to analyze, cull, and summarize search results.

= Excellent oral and written communication skills.

The anticipated base salary for this position is $55,608 - $69,000. The actual base
salary offered will depend on a variety of factors, including without limitation, the
qualifications of the individual applicant for the position, years of relevant experience,
level of education attained, certifications or other professional licenses held, and if
applicable, the location in which the applicant lives and/or from which they will be
performing the job.

For benefits information, please click
here https://www.arnoldporter.com/en/careers/professional-staff/benefits.

As a nonexempt position, this position is eligible for overtime.

The firm may provide a discretionary bonus annually.

Apply Here

Arnold & Porter is an equal opportunity employer that does not discriminate on the basis
of race, color, creed, religion, national origin, sex, pregnancy and childbirth (including
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. 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. For purposes of the firm's Anti-discrimination and Anti-harassment
Policies, the term "race" includes, without limitation, traits historically associated with
race, including, but not limited to, hair texture and protective hairstyles, such as braids,
locks, and twists.

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 Know Your Rights.



https://www.arnoldporter.com/en/careers/professional-staff/benefits
https://selfapply.arnoldporter.com/videsktop/viRecruitSelfApply/RecDefault.aspx?FilterREID=3&FilterJobCategoryID=14&FilterJobID=1587
https://www.arnoldporter.com/en
mailto:stephanie.denmark@arnoldporter.com
https://www.arnoldporter.com/-/media/files/firm-statement-policy/eo-policy-statement.pdf?rev=eb402f22089e4be08da01ea890ef6bdd&hash=853098A07C7D20F6094BB8AD247777A1
https://www.eeoc.gov/sites/default/files/2023-06/22-088_EEOC_KnowYourRights6.12ScreenRdr.pdf

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 Kaye Scholer LLP’s Human Resources Department for more
information. E-Verify Participation Poster and Right-to-work Poster.



https://www.arnoldporter.com/-/media/files/careers/2021/everify_participation_poster_es.pdf?rev=c842d8efb9554b99b287eb1aeef2d3e8&sc_lang=en&hash=678F06841AAAF9532A1C6FA5C9946894
https://www.arnoldporter.com/-/media/files/careers/2021/right-to-work-poster_e.pdf?rev=dc42e08d89e543a095281cb2ee981509&sc_lang=en&hash=A9BB4C543728476CB6F90BA320758B10

