
CONSIDERING A CAREER AS A PARALEGAL? 
Paralegal is a rapidly growing field, with great opportunities for people who 
want a legal career. While most people think of a paralegal as an assistant 
to an attorney, but there’s more to it than that. Let’s take a look at what a 

paralegal does and how you can get started. 

LET ASA START YOU ON THE PATH TO A PARALEGAL CAREER
 If you think you have what it takes to be a paralegal, an AAS in Paralegal Studies Program 

from ASA College is a great place to start. Our graduates have a wide range of career 
opportunities and advancements. After graduating, our students will fulfill the necessary 
requirements to become a Paralegal working for a legal team, as well as a Legal Secretary 
or Assistant. What’s more, our Legal Studies Division gives students the foundation they 

need if they choose to move on to a bachelor’s degree and then to law school. 

Call us at 866-515-7188 or apply online  today!

WHAT DOES A PARALEGAL DO?

Legal Research and Presentations To help prepare their 
attorney for trials, hearings, and closings, paralegals research 
the facts of the case, gather, and analyze information, and 
prepare a written report for the attorney to determine how 
the case should be handled.

WHAT QUALITIES DOES A 
PARALEGAL NEED?

• Organizational Skills Paralegals need to be able to 
manage hundreds of files and exhibits at a time. 

• Communication Skills A paralegal must be able to 
communicate effectively in person, over the phone, 
and through written correspondence. 

• Strong Research and Writing Skills Drafting 
pleadings, researching memorandums, and 
executing correspondence and other documents. 

• A Cool Head Paralegals must be able to handle 
pressure and manage looming deadlines. 

• The Ability to Multitask The work of a paralegal is 
deadline-heavy, and paralegals often have to handle 
multiple cases at the same time.

ASA’S EXTERNSHIP 
PROGRAM
An essential component of our degree, our 
externship program provides students experience 
in courts, notably the Supreme, Civil, Family, 
Surrogate, Appeals, and Federal Courts. Additional 
sites are the New York City Law Department, the 
Police Department and offices of solo practitioners.

UNDERSTANDING 
A PARALEGAL’S 
JOB DUTIES

The job of a paralegal is to perform legal work for which a lawyer is 
ultimately responsible. Paralegals gain knowledge through education and 
work experience, and that qualifies them to perform legal work.  It’s an 
important position, involving a variety of tasks which include:

Interviewing Clients The attorney conducts the initial 
client interview, but paralegals are often present to observe 
the interview and take notes. Once a witness is located and 
interviewed, the paralegal drafts a memo summarizing the 

testimony for the lawyer.

Drafting Legal Documents This includes correspondence 
and pleadings, so paralegals must be trained in the art of 
written communication.

Law Office Administration This includes handling 
administrative tasks like filing papers, answering the phone, 

and maintaining reference files. Paralegals often handle their 
attorney’s schedule, spending time each day scheduling 

interviews, hearings, meetings, depositions, and trials. 
Sometimes they handle travel arrangements.

Accompanying the Attorney to Court Paralegals often 
attend trials, depositions, will executions, real estate closings, 
and court or administrative hearings. The work varies based 
on the focus of the paralegal’s area of law.


