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[bookmark: _Hlk207616389]Strengthening Institutional Capacity for Climate Change Adaptation Planning

	Job Title 
	Legal Assistant 


	Procuring Entity
	Environmental Protection Agency (EPA)


	Division/Department
	Legal Unit

	Assignment
	To provide administrative and research support to the legal team, ensuring efficient handling of legal matters and documentation.

	Location
	Based in Monrovia, with occasional travel to counties, courts, or field sites. 

	Reports to
	The Legal Officer will report to the Executive Director of the Environmental Protection Agency/EPA
	Contract Duration
	1 year, renewable based on performance



I. BACKGROUND
	Established under the Environmental Protection Agency Act (2002) the EPA is Liberia's principal authority for environmental management, oversees regulation, compliance, and enforcement of environmental laws in Liberia. With growing complexity in environmental governance, including land use, pollution control, EIA processes, and natural resource management—the EPA requires a Legal Officer to guide legal compliance and strengthen dispute resolution, and consults with relevant stakeholders and sector Ministries, Agencies, and Commissions (MACs) on all activities related to protecting the environment and sustainable use of its natural resources.




	1. Objective of the Assignment

To provide administrative and research support to the legal team, ensuring efficient handling of legal matters and documentation.

3. Key Responsibilities
Assist in drafting and reviewing contracts, agreements, and other legal documents.
Conduct preliminary legal research and compile findings for review by the Legal Officer.
Maintain organized case files and ensure proper documentation of legal correspondence.
Support in preparing meeting notes, summaries, and reports for legal proceedings.
Coordinate with internal departments to gather necessary information for legal matters.
Provide logistical and administrative support for legal training sessions and workshops.
4. Expected Deliverables
· Well-maintained and updated legal files and records.
· Drafted legal documents and correspondence prepared for review.
· Summaries and reports of legal research and meetings.
· Support provided for legal training and capacity-building activities.
5. Qualifications and Experience
Academic Qualification
· Diploma or bachelor’s degree in law or related field.
· At least 1-2 years of experience in a legal or administrative support role.
· Basic understanding of legal terminology and court procedures.
· Proficiency in Microsoft Office applications and document management systems.
· Strong organizational and communication skills.
6. Functional Skills & Competencies
· Attention to detail and ability to maintain confidentiality.
· Ability to manage multiple tasks and meet deadlines.
· Strong interpersonal skills and ability to work in a team environment.




II. Reporting & Coordination 
	The Legal Assistant will report directly to the Legal Officer and work closely with other departments to ensure smooth coordination of legal activities.




III. SUBMISSION OF APPLICATION
	Interested applicants are invited to submit the following application package, both hard and electronic copies:
Send Letter of Interest, CV, legal writing sample, and three (3) references. Deadline: 4:00 PM, February 3, 2026. EPA reserves the right to shortlist and interview candidates.
All submissions must be sent via email to  ptdoe@epa.gov.lr indicating their suitability for the post.
Please indicate “Legal Officer” Provide legal support to EPA departments to ensure compliance with national/international environmental regulations and strengthen EPA’s capacity in enforcement, litigation, contracts drafting, and dispute resolution, in the subject line. 


Pescee T. Doe
Officer in Charge, Procurement Unit
Environmental Protection Agency/EPA
302-A Bright Building,
Old CID-Road, Mamba Point 
1000 Monrovia, 10 Liberia 
Only shortlisted candidates will be contacted. The selection process will follow the procurement procedures of the Environmental Protection Agency (EPA), ensuring transparency, competitiveness, and value for money.
Female candidates who meet the requirements are strongly encouraged to apply.
NOTE: This information is posted on https://www.emansion.gov.lr,  https://www.epa.gov.lr,  and can be found in the News Newspaper. 
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