Litigation Paralegal
Location: Tampa, FL (In-Person)
Job Type: Full-time | Monday – Friday | 8:00 AM – 5:00 PM
[bookmark: _Hlk214441816]Salary: $55,000 - $65,000 annually (based on experience)
Experience Required: Minimum 3 years

About the Position
Weekley | Schulte | Valdes | Murman | Tonelli is seeking an experienced Litigation Paralegal to join our Tampa office. The ideal candidate will have at least three years of litigation paralegal experience, preferably in insurance defense. This role requires a highly organized professional who can effectively manage complex litigation matters from inception through trial while providing exceptional support to attorneys.
The successful candidate will have experience with case management, discovery, trial preparation, medical record review, expert coordination, and both State and Federal court procedures. Strong organizational skills, attention to detail, and the ability to manage multiple deadlines in a fast-paced environment are essential.

Key Responsibilities
· Manage litigation files from case inception through trial
· Summarize medical records, court files, depositions, and other case-related documents
· Review and summarize client and third-party records
· Conduct legal research using statutes, case law, public records, and other legal resources
· Track case deadlines and maintain litigation calendars
· Coordinate with attorneys, clients, experts, witnesses, opposing counsel, and court personnel
· Prepare and respond to discovery, including document productions and subpoenas
· Draft and assist with pleadings, motions, briefs, discovery responses, and other legal documents
· Organize trial exhibits, witness files, and supporting documentation for hearings and trial
· Assist attorneys with trial preparation and attend trial as needed
· Maintain compliance with Florida and Federal court procedures, including electronic filing requirements
· Record billable time contemporaneously in accordance with firm and client billing guidelines

Qualifications
· Bachelor's degree, Paralegal Certificate, or equivalent combination of education and experience
· Minimum of 3 years of litigation paralegal experience
· Insurance defense litigation experience preferred
· Experience handling cases from inception through trial
· Strong knowledge of Florida Rules of Civil Procedure and electronic court filing systems
· Prior billing experience with contemporaneous time entry
· Excellent organizational, communication, research, and multitasking skills
· Ability to work independently while collaborating effectively within a team
· Ability to prioritize multiple assignments and meet critical deadlines
· Ability to travel as needed
· Bilingual (English/Spanish) is preferred but not required

Benefits
· Health Insurance
· Dental Insurance
· Vision Insurance
· Life Insurance
· Long-Term Disability Insurance
· Health Savings Account (HSA)
· Paid Time Off (PTO)
· Birthday Benefit: Enjoy your birthday off with pay when it falls on a regularly scheduled workday (Monday–Friday)
· Paid Firm Holidays
· 401(k) Retirement Plan with Company Match

Why Join Us?
At Weekley | Schulte | Valdes | Murman | Tonelli, you'll become part of a collaborative and respected law firm that values professionalism, teamwork, and exceptional client service. We are committed to providing a supportive work environment where employees can grow and succeed.

Equal Opportunity Employer
Weekley | Schulte | Valdes | Murman | Tonelli is an Equal Opportunity Employer. We celebrate diversity and are committed to creating an inclusive workplace. We do not discriminate on the basis of race, color, religion, sex, age, marital status, national origin, sexual orientation, gender identity or expression, disability, pregnancy, veteran status, or any other protected characteristic under applicable law.

