
Legal Assistant 
 

Location: Dallas, Texas​
Job Type: Full-time​
Work Location: In person 

Join the Scheef & Stone Team 

 

Scheef & Stone, LLP is seeking a detail-oriented and proactive Legal Assistant to join our 
Dallas team. 

This is an opportunity to work alongside experienced attorneys and contribute to meaningful 
legal work across corporate and litigation practices. The ideal candidate is highly organised, 
dependable, and comfortable managing multiple priorities while maintaining a high level of 
accuracy and professionalism. 

What You’ll Do 

As a Legal Assistant, you will play an important role in supporting our attorneys and keeping 
day-to-day legal operations running smoothly. Responsibilities include: 

●​ Reviewing documents and maintaining organised physical and digital client files 
●​ Drafting legal documents, correspondence, and pleadings under attorney supervision 
●​ Managing attorney schedules, appointments, and important deadlines 
●​ Assisting with filings with courts and regulatory agencies 
●​ Coordinating communication among clients, attorneys, and external parties 
●​ Assisting with time entry, billing, and other administrative processes 
●​ Maintaining strict confidentiality when handling sensitive information 

What We’re Looking For 

The ideal candidate will have: 

●​ Experience with Secretary of State filings and Texas Comptroller research 
●​ Experience with Texas e-filing 
●​ Strong proficiency in Microsoft Word, Adobe, and Excel 
●​ Excellent calendaring and docketing skills 
●​ Familiarity with NetDocuments or similar document management systems 
●​ Strong organisational skills and exceptional attention to detail 



●​ The ability to provide effective executive administrative support 
●​ Excellent written and verbal communication skills 
●​ Experience maintaining both physical and digital client files 

Experience with receiverships is helpful but not required. A minimum of three years of 
Legal Assistant or Paralegal experience is preferred.  

 

What We Offer 

Full-time employees are eligible for a benefits package that includes: 

●​ 401(k) 
●​ 401(k) matching 
●​ Dental insurance 
●​ Employee assistance program 
●​ Employee discount 
●​ Health insurance 
●​ Health savings account 
●​ Life insurance 
●​ Paid time off 
●​ Vision insurance  

 

Ready to Join Us? 

If you’re an organised, motivated legal professional looking for an opportunity to grow your 
career while supporting a dynamic legal team, we’d love to hear from you. 

To apply, please send your resume and application to Andrea Scott at 
andrea.scott@solidcounsel.com⁠￼. 
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