
 
• Are you a self-starter?  

• Do you want to be a part of a respectful team of legal professionals? 

• Do you want to get first-hand experience working in personal injury, probate, 

criminal, and family law? 

• Are you interested in marketing, social media, and in helping to grow a business?   

• If your Answers are YES, keep reading! 

 

Job Description: 

 

Torgenson Law, an Arizona Personal Injury Law Firm, is looking for a qualified and highly 

motivated individual to manage our office in Page. The office manager will operate in three 

capacities: legal, marketing, and facilities management. 

 

Legal: Interview potential clients in-person and on the phone, draft legal forms for attorney 

review and file them in Court, update clients on their case status, create invoices and take payments 

from clients, maintain the firm calendar, perform notary duties (I pay for you to become a notary) 

send a daily Mail Log, and create client files in the firm’s case management system.  

 

Marketing: Propose marketing ideas and strategies to the firm’s owner, John Torgenson. 

Organize marketing events from inception to finish.    Represent the law firm in a professional 

manner in the community at community events. Build relationships with community organizations 

such as the Chamber of Commerce, School District, and non-profit associations. Create and order 

Torgenson Law promotional items (hats, shirts, pop sockets, etc.). Create several social media 

posts weekly highlighting the Page office.  I am looking for someone who will take ownership of 

marketing and come to me with awesome ideas on how we can support Page and show our support 

in the community. 

 

Facilities Management: Maintain the law firm building inside and out so that it is 

presentable and organized, restock office supplies, clean all areas of the office daily.  This includes 

watering plants, vacuuming, making a bed, dusting, cleaning the restroom, and all tasks necessary 

to maintain the office building.   

 

Qualifications:  

*Positive attitude, a go-getter who will do this job with pride. A hard worker who wants to learn. 

* Computer Proficiency: We are a Mac office. Excel, Word, Power Point, etc.  

* Excellent writing skills 

* Willingness and ability to take ownership of position and all tasks associated. 

* Valid driver's license: you will run several personal and business errands. The firm owns a 

vehicle to be used for these purposes. 



* Someone who realizes that no jobs are beneath them and who will appreciate the team 

environment at Torgenson Law. 

 

We are looking for someone to “take the bull by the horns”, be treated with respect, and 

will realize that no job is beneath them. We have and foster a team atmosphere at the Firm, and 

the Page Office Manager needs to appreciate and embrace that. We are looking for someone who 

is hungry for an opportunity to work in a business/legal context and who will take ownership of 

their position. No one will be looking over your shoulder, so you must have a personal pride in 

your work, show up on time, and invest your energy in building the law firm in Page. 

 

Pay rate: Depends on experience.   

   

Hours per week: 20. This could increase as you help grow the business. 

 

Number of positions: 1 

 

Please Email (1) your Cover Letter explaining how you qualify for this opportunity and (2) 

your resume to: 

• jtorgenson@torgensonlaw.com 

• vcochlin@torgensonlaw.com 
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