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Title:  Immigration Staff Attorney 
Reports To: Executive Director  
 

Summary: The Council of Mexican Federations in North America (COFEM) is seeking a passionate, enthusiastic and 
committed immigration attorney to join COFEM’s legal department. The attorney will direct the department by 
providing guidance, supervision, and mentorship to COFEM’s Department of Justice (DOJ) accredited 
representatives.  She or he will help to structure the department by innovating and developing successful 
systems. The Immigration Staff Attorney will manage and guide the immigration work in COFEM’s Coachella, 
CA and Los Angeles, CA offices. The attorney will provide substantive immigration law experience to support 
COFEM DOJ accredited representative staff and volunteers. She or he will foster and maintain relationships 
with multiple law schools in order to seek and increase the number of pro bono attorneys that assist COFEM 
in community clinics and group processing events.. The attorney will work with staff, volunteers, and members 
of the community to ensure that the low cost and free community clinics that provide naturalization services 
are handled at the highest legal standard. The attorney will also represent COFEM at immigration convenings, 
conferences, different immigration tables, and may be called upon to speak to the media. 

 
 

COFEM is a non-profit organization devoted to advancing the rights of the immigrant community. Our mission 
is to empower immigrant communities to be full participants in the social, political, economic, artistic, and 
cultural life of the United States and their home country. We accomplish this work by uniting, strengthening, 
and expanding our member organizations to better advocate, educate, engage, and mobilize our communities; 
to help realize the American Dream, preserve and share their cultural traditions and help improve the lives of 
families and friends in their country of origin. 

 

 

Position Description: 
 

A successful applicant for COFEM’s Immigration Staff Attorney position is an individual who is committed to make an impact 
in access to legal services amongst the immigrant community. She or he will play an influential role in a dynamic and 
productive organization. The staff attorney will be responsible for designing and implementing major immigration legal 
programs. We are looking for someone that is dynamic, committed and goes beyond expectations; someone that puts her 
or his mind and heart toward making substantial changes in the community; someone that innovates and wants to make a 
career in the non-profit sector and understands the limitations of funding, but also the rewards of being appreciated by one 
of the most vulnerable communities.  The staff attorney will serve as key resource for COFEM’s developing immigration 
department. She or he will design highly effective programs to achieve COFEM’s goal of assisting Lawful Permanent 
Residents become citizens. This individual must have the knowledge and experience necessary to respond to the 
immigration law needs of immigrants including immigration court representation, family-based immigration, Deferred Action 
for Childhood Arrivals (DACA), Temporary Protected Status (TPS), affirmative asylum, and advocacy work. This position is 
a combination of immigration legal practice and managerial work. The staff attorney will be the head of the legal department 
and will work hand-in-hand with COFEM’s team.  She or he will work under the direct supervision of the Executive Director 
of COFEM. 
 

Duties and Responsibilities: 
 

1. Manage and grow COFEM’s legal department including: 

a. Develop strong system that allows efficiency when serving clients both in office and during community 

clinics and group processing events. 

b. Supervise and mentor DOJ accredited representatives and other staff in the legal department. 

c. Look for opportunities to expand the program. 

d. Responsible for reporting on quarterly basis: people served success and failures of the program. 

 

2. Coordination in COFEM’s clinics: 

a. Oversee and ensure the successful implementation of clinics by ensuring there are plenty pro bono 

attorneys and volunteers. 
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b. Working with the team to ensure logistics and media promotion are handled efficiently in order to ensure 

the goals of each clinic. 

 

3. Further development of the immigration program: 

a. Look for innovative ways to expand the immigration department. 

b. Look for resources and opportunities to make the program sustainable. 

c. Serve as a lead representing COFEM at different immigration tables. 

d. Assist the Executive Director by identifying immigration legal funding opportunities and representing 

COFEM when called upon with foundations.  Working closely with Executive Director to deliver on grant 

objectives and report same. 

 

4. Develop training and collateral material: 

a. Training guides for volunteers 

b. Info guides for the community to be distributed in outreach events and social media. 

c. Letters and memorandums as needed. 

 

5. Additional assignments: 

a. Contribute to COFEMS mayor fundraising events. 

b. Additional duties will be assigned as needed. 

c. Serve as the public face of COFEM’s work in immigration and naturalization services and advocacy by 

speaking to Spanish and English Language media when called upon. 

 

6. Flexible schedule: 

a. Regular work schedule Monday-Friday from 9:00a.m. - 5:30p.m. Attorney will be required to support 

COFEM’s after hours and weekend activities as needed. 

 
 

Requirements:  

 At least 2 years immigration law practice including experience and success in representing individuals in removal 
proceedings. 

 Fluency and literacy: English and Spanish Languages  
 Strong writing skills and meticulous attention to detail; 
 A demonstrated interest in low-income legal services and/or a commitment to civil liberties and immigrants' rights. 
 Strong commitment to following agency procedures and policies and outstanding immigration case management 

skills and devotion.  Familiarity and history of using immigration case management software to insure sound client 
outcomes over time. 

 

Education Requirements 

 Juris Doctorate degree and active California bar admission; 
 

Benefits:  
Standard employer paid benefits including medical, dental, short and long term disability, and life insurance; sick and 
vacation pay, and 12 employer-paid holidays.  
 
Salary:  
Starting salary $57,000+ commensurate with experience. 
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How to Apply:  
Please send or email cover letter, resume, and 3 immigration law references to: Saul Rios, Program Coordinator at 
srios@cofem.org and admin@cofem.org or US Mail.  
 
No Phone Calls Please. 
 
COFEM is an equal opportunity employer and does not discriminate. 
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