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Overview
A leading international law firm with 16 offices located in major financial centers
around the world, Cleary Gottlieb Steen & Hamilton LLP has helped shape the
globalization of the legal profession for more than 70 years. Our worldwide
practice has a proven track record for innovation and providing work of the highest
quality to meet the needs of our domestic and international clients. In recognition
of the firm’s strong global practice, its effectiveness in dealing with the different
business cultures of the countries in which it operates, and its success in multiple
jurisdictions, Cleary Gottlieb received Chambers & Partners’ inaugural
International Law Firm of the Year award.
Organized and operated as a single, integrated global partnership (rather than a
U.S. firm with a network of overseas offices), Cleary Gottlieb employs
approximately 1,200 lawyers from more than 50 countries and diverse
backgrounds who are admitted to practice in numerous jurisdictions around the
world.
Our clients include multinational corporations, international financial institutions,
sovereign governments and their agencies, as well as domestic corporations and
financial institutions in the countries where our offices are located. Although each
of our 16 offices has its own practice, our “one firm” approach to the practice of law
offers clients in any office the ability to access the full resources of all of our offices
and lawyers worldwide to the extent their matters so require.
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Firm Culture
Cleary Gottlieb Steen & Hamilton LLP was founded by prominent lawyers committed to
excellence in the practice of law, while maintaining the highest ethical standards in its
employees.
Consistent with the vision of our founders, Cleary Gottlieb is committed to openness, diversity,
individuality and collegiality. The outstanding talent and individual interests of our lawyers and
professional staff are the essence of the firm. In recruiting new talent, we seek women and men
of all races and nationalities who possess superior intellectual capability, share the firm’s vision
and values, and have the initiative and potential to become our future leaders.
It is a core conviction of the firm that the practice of law is a privilege, one that carries with it the
responsibility to apply our talents for the benefit of less privileged individuals and communities.
As such, the firm dedicates a substantial amount of time and resources to pro bono legal work
and other community activities.
“Cleary is a firm that celebrates diversity. With their own set of experiences, values,
and cultural backgrounds, everyone brings a unique perspective to the table. These
collaborations foster an exceptional learning environment that has allowed me to acquire
practical experience and strengthen my professional skills. Cleary has guided and enabled
my full potential as a Litigation Paralegal, exposing me to numerous facets of the industry in
preparation for a legal career.”
Eduardo Gonzalez, Georgetown University, Litigation Paralegal

“My experience as a paralegal at Cleary was thoroughly enriching and undoubtedly advanced
my professional aspirations. Exposure to the firm’s deal flow and international practice are
sure to benefit anyone considering a career in law, but it is the brilliance and generosity of
my coworkers that really made a difference for me. At Cleary, I have met a diverse group of
extremely capable individuals who have always been willing to share their knowledge and
advice—from background on a restructuring negotiation to comments on my personal
statement for law school. Being part of this extraordinary community has been the best part
of my experience and the reason I strived to return to the firm after law school.”
Rodrigo Seira, Middlebury College, Harvard Law School ‘16, Cleary Associate ‘16
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Paralegal Opportunities
Our paralegal program is an essential element of the services we provide our
clients. The program is particularly well-suited for recent college graduates who
are considering law school and can pave a career path for those who have decided
not to attend law school. The core paralegal groups are Corporate and Litigation,
both of which offer comprehensive on-the-job training designed to help integrate
new paralegals into various practice areas. Interactive formalized training, in
addition to as-needed peer assistance, ensures that paralegals are knowledgeable
and well prepared to provide crucial support to our legal teams. Paralegals at
Cleary Gottlieb work directly with partners and associates, gain formative
practical experience and develop invaluable professional and interpersonal skills.
The opportunities for personal and professional growth are endless.
The Cleary work experience is designed to help our paralegals find career paths
that align with their interests. Many paralegals choose a path to law school or other
graduate programs, while others transition into new roles at the firm or seek jobs
with our clients or in other work sectors. Regardless of their choice, when
paralegals leave our program, they are equipped with skills that can help them
achieve success in any work environment.
Cleary Gottlieb’s paralegal program offers tremendous growth potential and work
experience that is instrumental in shaping the future of our paralegals.
We are proud of the many accolades and accomplishments achieved by our
distinguished paralegal alumni living and working globally. We also are especially
pleased about the large number of paralegals who rejoin the Firm as associates.
Paula Nascimento, Director of Corporate Resources
Maria Rodriguez, Director of Litigation Resources
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“One of the many benefits of being a paralegal at Cleary Gottlieb is that the
attorneys here view you as an integral member of the team. Very quickly, you
will become relied upon to carry out essential tasks and you’ll often be trusted
to handle substantive assignments. More importantly, I’ve always felt that
my efforts and contributions are genuinely appreciated by supervisors,
associates and partners alike. Feeling that you are valued, combined with
expressions of gratitude from colleagues, makes Cleary Gottlieb a unique
and enjoyable place to work.”
Peter O’Keefe, St. John’s University, Litigation Coordinator
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Corporate Paralegal
Program
Because of the firm’s cutting-edge corporate practice, the Corporate Paralegals at
Cleary Gottlieb are exposed to a wide variety of complex corporate transactions
and work with some of the most knowledgeable attorneys in the country. As a
result of the firm’s leading international practice, especially in Latin America,
Corporate Paralegals are exposed to the latest cross-border transactions.
The Corporate Paralegals are expected to be able to work independently and
equally well as part of a team. The Corporate Paralegals work under the direct
supervision of the attorneys and are expected to provide assistance on a vast array
of projects and tasks, which include, but are not limited to:
—Due Diligence
Assist attorneys during due diligence
investigations. Corporate Paralegals
are responsible for gathering and
organizing diligence documents for
attorneys and providing assistance
with the management of virtual data
rooms.
—Preparation for and Attendance
at Closings
Assist attorneys with the closing
preparation for various types of
transactions, including assisting the
clients and attorneys during the
closing.
—Closing Documents Management
Assist with the organization and
management of closing documents.
Corporate Paralegals are responsible
for organizing and distributing
closing documents.

—Entity Formation
Preparation and filing of certificates
of formation, certificates of
incorporation and foreign
qualifications of companies and
drafting by-laws and resolutions.
—Research
Corporate Paralegals are trained and
routinely perform research using
various search engines and resources.
—Translations
Assist attorneys by translating
documents and interpreting for
clients and/or attorneys during
meetings, phone conferences,
closings and/or via email.
—Interaction
Liaise with attorneys, clients,
government agencies and service
providers globally.

—Filings
Assist in the preparation of basic
filings with the Securities and
Exchange Commission (SEC) and
other government agencies.
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Litigation Paralegal
Program
Cleary Gottlieb is recognized as one of the top litigation firms in the world. The
Litigation Paralegals are able to work on a wide variety of matters, such as
securities, derivatives, M&A, sovereign debt, investment treaties, antitrust,
bankruptcy, white-collar crime, employment, executive compensation, intellectual
property and general commercial disputes, giving them exposure to various
federal, state, governmental and international practices. Working closely with
lawyers, the Litigation Paralegals are invaluable members of the teams assisting
with prominent and newsworthy matters.
Litigation Paralegals assist during each phase of the litigation, arbitration,
enforcement, bankruptcy/restructuring or pro bono matter. Common tasks that
Litigation Paralegals assist with include, but are not limited to:
—Recordkeeping
—
Maintain all case files and records.
Litigation Paralegals are responsible
for keeping case files organized and
easily accessible by all members of
the team.
—Court
—
Filings/Service
Assist lawyers with the preparation
and filing/service of court and
discovery documents. Litigation
Paralegals are responsible for cite/
quote checking, conforming citations
to The Bluebook format, KeyCiting/
Auto-Citing, proofreading, preparing
both hard copy and electronic versions
of all associated documents and
maintaining organized case files in
various databases.

—Deposition,
—
Hearing, Interview
and Meeting Preparation
Assist with and attend depositions,
hearings, client and expert
interviews and client meetings.
Litigation Paralegals prepare the
relevant case files, coordinate
logistics and use their written and
verbal language skills.
—Document
—
Collection/Review
Litigation Paralegals assist lawyers in
collecting and organizing hard copy
files and electronic data. They also
coordinate with the firm’s Practice
Support and lawyers to ensure
accuracy and facilitate the review of
documents during the discovery
phase of a matter.
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—Document Productions
Assist with the preparation and
delivery of outgoing document
productions and with processing
incoming document productions.
Litigation Paralegals assemble
relevant files, coordinate with the
firm’s Practice Support and
e-Discovery attorneys and maintain
detailed records regarding all
incoming and outgoing document
productions.
—Trial/Arbitration
Litigation Paralegals often
accompany lawyers to trial/
arbitration and provide support in
multiple ways, including preparing
all relevant files to be used before
and during the trial/arbitration,
coordinating travel and hotel
accommodations, arranging the
delivery of files to the trial/
arbitration location, assisting in the
logistics of the trial/arbitration
office/conference rooms and
handling files during court/hearing
proceedings.

—Research
Litigation Paralegals are trained in
and perform LexisNexis/Lexis
Advance, Westlaw/Westlaw Next,
internet and field research.
—Translations
Litigation Paralegals are looked to
for their foreign language fluency by
translating documents and
interpreting for clients and/or
lawyers during interviews/intake
meetings and phone calls.
—Interaction
Litigation Paralegals interact with
clients, service providers, other
counsel and our Washington, D.C.
and international offices. Clients
range from large international
corporations to indigent pro bono
individuals.

9

PARALEGAL PROGRAM

10

PARALEGAL PROGRAM

Pro Bono and Public Service
Reflecting our belief that it is a privilege to practice law and a duty to give back to
the community, approximately two-thirds of all our lawyers participate in pro bono
and public service. Transactional and litigation lawyers provide services without
fees in a variety of areas, including asylum and immigration, civil rights and
discrimination, criminal defense, housing litigation, microfinance and community
development law. As a result of the firm’s involvement in pro bono work, paralegals
have the unique opportunity to do service work in addition to their general
responsibilities.
“I have always had a strong interest in public service and all I had to do was
voice that and I was given the opportunity to channel that interest into pro
bono. I was initially assigned a few pro bono projects to participate in, and
eventually coordinate. I went from being a paralegal helping to collect client
information for our Stop and Frisk project, to eventually coordinating
the training and staﬃng for the project. For two years in a row, I was also
given the opportunity to coordinate the week-long Legal Outreach high
school externship program. My coordination of those projects eventually
prepared me for my current position at the firm as the full-time Pro Bono
Coordinator. Having those invaluable experiences not only made my time as a
paralegal so rewarding, but it also encouraged me to stay beyond my two-year
commitment to pursue the leadership opportunities that eventually solidified
my purpose and place at the firm.”
Akilah Browne, Hobart and William Smith Colleges, Pro Bono Coordinator

“Cleary Gottlieb’s impressive pro bono practice has been an integral and
immensely rewarding part of my Cleary experience. I have had the opportunity
to work closely with associates and partners on a wide variety of matters,
including clemency, asylum, and vacatur applications, and challenging
provisions of a state law. Cleary Gottlieb is also dedicated to community
outreach. As part of the partnership with local public high schools, I have
worked with seniors to navigate the college application
process. My expectations to participate in pro bono and service work have
been far exceeded as a Litigation Paralegal here.”
Sarah Moy, Boston College, Litigation Paralegal
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Who We’re Looking For
Requirements:
—Bachelor’s
—
degree required
—Willing
—
to make a two-year commitment
—Flexibility
—
to work outside regular business hours
—Ability
—
to manage multiple tasks simultaneously while working in a fastpaced, deadline-driven environment
—Ability
—
to deliver results with a sense of urgency
—Must
—
be collaborative with the ability to leverage resources and tools to
accomplish objectives by working independently or in teams
—Excellent
—
attention to detail, time management, organizational and
problem-solving skills
—Ability
—
to exercise discretion and maintain confidentiality of sensitive
information
—Strong
—
written and verbal communication skills
—Fluency
—
in a foreign language preferred
—Professional
—
and positive demeanor
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Alumni Colleges
Cleary Gottlieb paralegals are alumni of a diverse group of colleges and universities:

——Adelphi University

——Hampshire College

——American University

——Haverford College

——Amherst College

——Hobart College

——Barnard College

——Indiana University

——Baruch College

——John Jay College

——Bates College

——Kenyon College

——Boston College

——Lehigh University

——Boston University

——Long Island University

——Bowdoin College

——Loyola University

——Brandeis University

——Macalester College

——Brown University

——Marist College

——Bryn Mawr College

——McGill University

——Chatham College

——Middlebury College

——Colby College

——Mount Holyoke College

——Colgate University

——New York University

——College of Holy Cross

——Pennsylvania State University

——College of William and Mary

——Pomona College

——Columbia College

——Princeton University

——Columbia University

——Rice University

——Connecticut College

——Rutgers University

——Cornell University

——Seton Hall University

——Dartmouth College

——Siena College

——Davidson College

——Skidmore College

——Dickinson College

——Smith College

——Drexel University

——St. Anselm College

——Duke University

——St. John’s University

——Florida International University

——SUNY New Paltz

——Fordham University

——SUNY at Stony Brook

——George Mason University

——Swarthmore College

——Georgetown University

——Syracuse University

——George Washington University

——The College of New Jersey

——Gettysburg College

——The George Washington
University

——Hamilton College

——The Pennsylvania State
University
——Trinity College
——Tufts University
——Tulane University
——Union College
——University of Bridgeport
——University of California,
Berkeley
——University of Chicago
——University of Cincinnati
——University of Delaware
——University of Florida
——University of Illinois
——University of Michigan
——University of Notre Dame
——University of Pennsylvania
——University of Rochester
——University of Texas at Austin
——University of Virginia
——University of Wisconsin
——Vanderbilt University
——Vassar College
——Wagner College
——Washington and Lee University
——Wellesley College
——Wesleyan University
——Williams College
——William Smith College
——Yale University
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What We Offer
Benefits
“After working as a Litigation Paralegal at Cleary, I was able
Cleary Gottlieb offers a range of employee benefits
to enter my first year of law school with both confidence
and support programs. The firm offers a competitive
and the benefit of substantial exposure to legal writing and
salary and a comprehensive and flexible employee
terminology. Bluebooking briefs and preparing for court filings
benefits package for paralegal staff that includes, but
is not limited to, medical, dental and vision care, short as a paralegal created a critical foundation for my work as a
law student. This foundation proved instrumental to both
and long term disability benefits, life insurance,
health care flexible spending accounts, a pre-tax mass my academic and professional success. Now as a litigation
associate at Cleary, I am so thankful for the experience I gained
transit and parking program, generous Paid Time Off
as a Litigation Paralegal. Being a paralegal at Cleary solidified
in addition to paid firm holidays, work/life employee
my interest in law and paved the way for a successful career as
assistance program, an on-site subsidized café and
an attorney.”
service award events.

Career Mobility

Kylie Huff, Bowdoin College, Rutgers School of Law ‘16, Cleary Associate ‘16

While two years as a Cleary paralegal can be the ideal “Working as a Litigation Paralegal provided me with an
opportunity to fuel a desire to attend law school, it can invaluable skillset that built a strong foundation for my career
also pave a path for other career opportunities.
in the legal field. Cleary was instrumental in assisting with
Regardless of the track chosen after Cleary, the
my transition from a Litigation Paralegal to the Business
transferrable skills gained as a paralegal will help you
Development group, where I now focus on the commercial and
to succeed and secure a position suitable to your
business aspects of disputes within the legal field.”
qualifications.
Alexandra Simone, Loyola University, Business Development Assistant

“I was hired for a Litigation Paralegal position at Cleary Gottlieb
Steen & Hamilton directly out of college. I could not have
anticipated how valuable an experience it would come to
be. The work was both interesting and challenging, and I was
proud to be part of such a diligent and conscientious group of
coworkers. Working at Cleary also allowed me to interact with
many skilled and diverse people within the legal industry. The
position also translated well when it came time to explore a
different path, and it prepared me for new challenges in my
current career. I’m happy to say it was a wonderful choice for
my first job.”
Jennifer Moniz, The Pennsylvania State University, KPMG Senior Associate,
Partner Services
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From its inception, Cleary has strived to maintain a friendly and
collegial atmosphere that makes our offices a positive and supportive
place in which to work. We believe strongly in the desirability of a
work environment that is free from all forms of discrimination and
harassment, where all of us observe the highest professional
standards and treat each other with civility, respect and dignity.
Consistent with these goals, the firm has a policy prohibiting any
form of discrimination or harassment based on actual or perceived
age, alienage or citizenship, ancestry, arrest or conviction record,
color, creed, disability, domestic partnership status, gender identity,
self-image, appearance, behavior or expression, genetic
predisposition or genetic carrier status, marital status, military
status, national origin, partnership status, pregnancy, childbirthand pregnancy-related medical conditions, race, religion, sex/
gender, sexual orientation or preference, status as a victim of
domestic violence, status as a victim of stalking or a sex offense,
unemployment, veteran status, or any other category protected by
law. This policy applies to all employment-related matters, including
recruitment, hiring, placement, assignments, training,
compensation, promotion and termination.

Contact Information
Please feel free to contact the HR department with any questions or concerns.
Applicants must submit a resume, cover letter and unofficial transcript through
our website in order to be considered. Please indicate the program you are
interested in and any foreign language f luency in your cover letter.

15

170110.01_031717

