
Elder Law of East Tennessee 
Job Description: LCP Services Coordinator  

June 2016 

ABOUT THE FIRM:  Elder Law of East Tennessee practices Elder and Special Needs Law, which are highly 
specialized areas of the law.  Ms. Crotwell owns and manages the legal practice.  Our firm is client-centered, 
focusing on the unique legal needs of the elderly, their families, and individuals of all ages with special needs. 
We deliver professional expertise in a customized manner; each case is handled with the unique goals and needs 
of the client at its center.  Our approach is one of compassionate guidance and advocacy.     
 
Legal Services We Provide:  Life Care Planning; Estate Planning; Asset Protection Planning for VA and 
Medicaid; Special Needs Planning; Conservatorship; Probate for current clients. 
 
Position Overview:  The LCP Services Coordinator (LCSC) coordinates communication among LCP 
Attorneys, clients, and the ELET Team.  Versatility managing detail-oriented tasks and strong people skills are 
essential.  Expected to track the current status of every LCP client’s case, oversee successful completion of 
tasks for clients, and handle general case administration for LCP Attorneys.  Works directly for LCP Attorneys 
in a supportive gatekeeper role and interacts frequently with clients on sensitive matters.  Other ELET Team 
members, especially Ms. Crotwell, may assign additional tasks.  Legal assistant or paralegal skills are essential as 
the LCSC processes financial and legal correspondence; manages calendar and tickle systems; assists with 
consultations and strategy sessions with clients; and drafts or reviews letters and legal documents for estate 
planning, contracts, affidavits, promissory notes, and deeds.  Coordinating tasks for public benefits applications 
with the other ELET Team members is central to the position. 
 
Salary and Benefits:  Salary negotiable depending on experience and credentials. Profit-sharing, 401k with 
safe harbor contribution, wellness allowance, long and short term disability, life insurance, two weeks’ paid 
vacation, paid time off at the end of the year, continuing legal education and professional association 
memberships and dues, notary bond and expenses, mileage reimbursement.   
 
Qualifications and Characteristics: 
 
1. Associate Degree in Paralegal Studies or Bachelor’s degree; previous experience working with older adults 

or individuals with disability preferred. 
2. At least three years of paralegal or legal assistant experience. 
3. Must be able to work a regular full-time weekly schedule from 8:30 a.m. to 5:30 p.m. with one hour for 

lunch.  Afternoons/evenings should be flexible; may be expected to stay 30 minutes late some days but be 
able to leave early on others, depending on client consultation schedule. 

4. Exceptional computer skills required (Microsoft Outlook, Word, Excel, PowerPoint, QuickBooks).  
Familiarity with ElderDocx drafting software and ActionStep client management software a plus. 

5. Comfortable and confident exercising independent judgment. 
6. Excellent communication skills with clients, families, and ELET staff and attorneys.   
7. Excellent organizational and time management skills.  Must be able to work independently and with 

minimal supervision and direction. 
8. Attention to detail critically important with strong proofreading skills and high standards for work product. 
9. Professional appearance and demeanor necessary. 
10. Must be comfortable working with older people, people with disabilities, their families, and other 

professionals.  Patience, kindness, and tolerance toward clients and coworkers required.  Good sense of 
humor and optimism important. 

11. Maintains the highest standards of confidentiality for the firm. 
12. Has a clean background check and qualifies as a Notary Public. 
 



Responsibilities:  

 

1. Serve as a liaison among the LCP Team (two LCP Attorneys and Public Benefits Assistant along with Elder 
Care Coordinators) and client to ensure that the legal strategies and the Attorney’s ideas are clearly 
conveyed.  

2. Support LCP Attorney in completion of tasks; works in cooperation with Public Benefits Assistant to 
facilitate flow of information and attaining client goals.  

3. Listen to the client and transmit the client’s needs and goals to LCP Team effectively. 
4. Document client consultation notes, LCP Attorney strategy session notes, and LCP Team action plans. 
5. Serve as point of contact for all LCP Team clients:  assess issues, handle basic information requests, and 

facilitate coordinating next steps for clients and LCP Team. 
6. Set deadlines and keep LCP Team and client progressing toward the end goal(s).   
7. Estate Planning/Document Drafting: Draft basic planning documents.  Work closely with clients on 

document changes, edits, and questions; proofread all documents carefully with high standards for end 
product; facilitate completion of planning by handling follow up, scheduling and completing document 
signings. 

8. Prepare and proofread all correspondence.    
9. Prepare, proofread, and file court pleadings.  
10. Schedule court and administrative hearings for Attorney(s) and handle legal aspects of Attorney’s calendar.  

Calendar and track critical deadlines. 
 


