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Sullivan Hill (“Firm”) is seeking a Litigation Paralegal with at least 5 years of relevant litigation experience 

to join its San Diego office.  Ideal candidate will have substantive experience in the area of business and/or 

commercial litigation, with trial support experience. Experience in construction and/or insurance 

coverage, a plus. 

Successful candidate will also have excellent communication skills, demonstrate initiative, and can assume 

significant responsibility immediately.  We are looking for someone with a “can-do” attitude, with the 

ability to thrive in a fast-paced, dynamic environment.  This position will be hybrid – remote and in the 

office; but onsite needs for deposition and trial support may be required at times.   

Duties for this position include, but are not limited to the following:  

• Maintain electronic case files and perform substantive review and identification of documents in 

large document repositories and eDiscovery database platforms such as Eclipse, Relativity, 

Logikcull, and Trial Director.  Serve as the “project manager” for any in-house platform that is in 

use. 

• Prepare a variety of documents including correspondence, pleadings and other pre-trial 

documents for filing and service in federal courts, state courts, administrative offices, and/or 

arbitration forums in accordance with applicable rules. 

• Research law, investigate facts, and independently prepare analysis documents to assist attorneys 

with matters. 

• Summarize complex legal documents, organize, and index case files. 

• Perform wide variety of legal research and data compilation with little or no supervision. 

• Other projects as needed. 

Required Skills, Availability & Experience:  

• Bachelor’s Degree and Paralegal Certificate from ABA approved program required. Proof of 

biennial MCLE compliance also required.  

• Substantial State and Federal Court experience and be comfortable with deadlines and filing 

procedures imposed by both.   

• Travel opportunities will likely arise, including for site inspections, depositions and trial.   

• Ability to enter time into Firm’s billing system in a timely manner. 

• Ability to work well under pressure with great attention to detail. 

• Excellent verbal and written communication skills. 
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• Strong judgment and decision-making skills while working independently and as part of a 

collaborative team.  

• Exhibited proficiency in Outlook, MS Word, MS Excel, and Adobe Acrobat required. 

• Experience with eDiscovery and trial platforms such as Eclipse, Relativity, and Trial Director 

required. 

• Experience with iManage, ProLaw, a plus.  

The health, safety and well-being of our Firm is a top priority, which has been and continues to be as we 

manage the many challenges of the pandemic.  Absent a documented medical disability or sincerely held 

religious belief, practice or observance, all employees of the Firm are required to be fully vaccinated to be 

in the office.  In connection with this policy, we will require proof of vaccination.   

Sullivan Hill offers a competitive salary commensurate with experience and an excellent benefit package.  

Our Firm’s benefits include, but are not limited to: medical, dental and vision coverage; life insurance, 

short and long-term disability; health care and dependent care flexible spending accounts; supplemental 

coverages through Aflac; and a 401(k) retirement savings plan with a firm match. 

Sullivan Hill is an equal opportunity employer committed to fostering a culturally diverse environment. 

The Firm encourages applications from a diverse pool of candidates, and all qualified applicants will 

receive consideration for employment without regard to race, ethnicity, religion, age, national origin, 

handicap or disability, citizenship, sex, pregnancy, childbirth or related medical condition, sexual 

orientation, gender identity and expression, transgender status, sex stereotyping, genetic information, 

ancestry, veteran status or any other category protected by applicable law. 

To apply for this position, please submit cover letter and resume to careers@sullivanhill.com.   
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