Full-Time Legal Assistant

SUV Law — Lake Sumter Landing (The Villages, FL)
Start Date: Late July / Early August

About Us

SUV Law is a boutique transactional law firm located in the heart of Lake Sumter Landing. We
specialize in providing highly personalized counsel in areas such as estate planning, trust
administration, and business entity formation. We pride ourselves on a firm culture built on
collaboration, respect, and delivering exceptional, white-glove legal services. We are currently
seeking a highly polished, team-oriented Full-Time Legal Assistant with superb interpersonal
skills to join our close-knit staff and help us carry our firm's culture forward.

The Role

As a Legal Assistant, you will be the welcoming face and voice of SUV Law. You will play a crucial
role in maintaining our warm, professional firm culture while keeping the office running
efficiently. This role requires a refined professional and a true team player who is dedicated to
providing premium customer service at every touchpoint—whether managing schedules,
actively directing client needs on the phone, or supporting our attorneys as they guide clients
through important estate and business transactions.

Key Responsibilities

e Customer Service Management: Serve as the firm's first point of contact, utilizing superior
phone skills to answer and route incoming calls. Ensure every client interaction is handled
with the utmost professionalism, empathy, and polish.

e Document Preparation & Communication: Draft, review, format, and edit transactional
legal documents and correspondence related to estate planning, trust administration, and
corporate entities. Apply strong English and grammar skills to ensure all firm
communications are accurate and highly professional.

e Team Collaboration & Culture: Work seamlessly with attorneys and staff, actively
contributing to a positive, supportive firm culture and jumping in to help wherever needed.

e (Client Management & Development: Build and maintain strong, trust-based relationships
with clients—many of whom are navigating sensitive life milestones or business ventures—
through regular, proactive communication. Assist with client intake, onboarding, and
ongoing development initiatives.

e Calendar Management: Schedule client appointments and diligently manage attorney
calendars to ensure efficient time utilization and prevent conflicts.



Qualifications

Education: High school diploma required; some college coursework or degree is preferred.
Technical Proficiency: Highly skilled in all applications within the Microsoft Office Suite
(Word, Excel, Outlook, PowerPoint, etc.).

Communication & Grammar: Impeccable English and grammar skills, alongside polished,
professional phone etiquette.

Interpersonal Excellence: Outstanding people skills with a natural ability to connect warmly
and effectively with clients, colleagues, and the community.

Professional Polish: A highly refined demeanor and presentation, representing the firm's
premium standards at all times.

Service-Oriented: A natural inclination toward white-glove customer service and
relationship building.

Collaborative Spirit: A true team player who thrives in a supportive environment and is
eager to uphold the firm's core values.

What We Offer

Comprehensive Benefits: We offer a competitive salary, health insurance, a 401(k)
retirement plan, and Paid Time Off (PTO).

Charter School Eligibility: SUV Law is a qualifying business partner, meaning full-time
employees are eligible to enroll their children in The Villages Charter School.

Firm Culture: A professional, positive, and supportive work environment in beautiful Lake
Sumter Landing.

How to Apply

Please submit your resume and a brief cover letter outlining your relevant experience, your

approach to high-end customer service, and why you would be a great fit for our team to

admin@suvlaw.com.



