Position: Receptionist 
Firm: Silverman Law Office, PLLC
Base Compensation: $40,000-$55,000 annually (plus significant bonus potential)
Benefits: 
•  Employer covers 100% of health, dental, and vision insurance costs for employees and 75% of those costs for family members
•  Employer fully funds HSA contributions (single or family) up to the IRS limit
•  3% employer match on employee retirement contributions   
•  Student loan repayment plans 
•  Continuing education plans
•  Relocation packages (if applicable)
Location: Bozeman / Big Timber - MONTANA
Minimum Qualifications: Associate degree
Do you have a passion for business, the study of law and customer service? Are you seeking to gain a foot hold toward a new and exciting career? 
Don’t waste another second! Surround yourself with excellence. Create an opportunity for personal and professional growth. Join the team at Silverman Law Office, PLLC.
Silverman Law Office is committed holistically to our clients and our team.  We promote from within our organization and fund educational advancement opportunities (paralegal / legal studies). Each team member interdependently strives for excellence. We provide solutions and celebrate both success and failure. At Silverman Law our clients, team, and families make us extraordinary. 
Essential Duties & Responsibilities: 
· Provide the highest level of customer service, while greeting all clients and team members with a smile and positive tone
· Written and verbal etiquette must be above reproach
· Detail oriented
· Possess the ability to prioritize and multi-task
· Engage in healthy conflict 
· Work in a TEAM environment 
· Act proactively in ever-evolving surroundings
· Present solutions
Personal Characteristics:
The Silverman Law Culture is designed specifically to promote three characteristics:
· Hunger 
· Humility
· Smarts
[bookmark: _Hlk189309897]All are essential components to working effectively within our proven system. If you are unclear as to the meaning of these three characteristics, then please do not apply.
Contact:
To make a formal application please submit a cover letter, resume, references and a writing sample to Silverman Law Office, PLLC at https://mttaxlaw.com/careers/ or call (406) 449-4829 for further information.
 
  
 
