
Immigration Project wants dedicated people like you on our team! (Spanish not always needed.) 
 
Programs Assistants 

IP receives grant funding for programs that allow us to help our clients and community. 
❏ New Americans Initiative (NAI) Assistant: With NAI, we assist clients throughout the 

citizenship process. We are looking for Spanish-speaking, detail-oriented, and personable 
individuals. You will have the opportunity to conduct pre-screenings of prospective 
clients, call clients for USCIS notifs, and close cases of, well, New Americans. 

❏ Community Navigators Assistant: Our Comm Nav Director wants individuals who are 
creative and eager in brainstorming ways to teach downstate Illinois about immigration. 
We aim to educate people on how to educate their community. Pass it on! 

 
Case Assistants 

Our attorneys’ time is valuable, and case assistants are vital for a more efficient office. 
❏ Case Work Assistant: Those seeking paralegal experience, look no further. Assist legal 

representatives with case work. This ranges from research and filing to phone calls and 
mailing. We welcome meticulous note-takers and diligent organizers. 

❏ Digital Archives Assistant: With over two decades of physical files, help us catch up 
with the digital age! See how immigration has changed as you gather info from old cases, 
input it into our database, and scan files for future reference.  

 
Bilingual Assistants 

Spanish-speakers and other bilinguals, help us connect with our clients! 
❏ Translator/Interpreter: Although most of our staff are bilingual, you can help our legal 

team focus on their law expertise by translating documents or interpreting for others in 
the office. We are looking for someone who can come in 2 to 4 times a week for at least 1 
semester. You have the chance to work with clients on the phone, on Skype, or in person. 

❏ Receptionist: Be the face and voice of our office by working in our reception area. With 
this role, you have the flexibility to do other tasks between clients and phone calls. Our 
Normal office hosts monthly intake clinics and needs someone to make client profiles. 

 
Administrative Assistants 

Keep our office updated, both literally and figuratively, with your time and knowledge. 
❏ Communications Assistant: Share the latest immigration news on our website, 

Facebook, and other social media. You can do this by advertising, attending, and photo 
documenting our events as well as researching, writing, and posting on current events. 

❏ IT Assistant: Our computers need your gentle love and care. You would be maintaining 
about 20 laptops once or twice a semester. Tasks include system updates, computer scans, 
and password changes. 

 
Genesis Marie R. Buendia - AmeriCorps VISTA - Volunteer Coordinator 
The Immigration Project - 211 Landmark Drive, Suite B3A Normal, IL 61761 
309-829-8703 ext. 106 - gbuendia@immigrationproject.org 
http://www.immigrationproject.org/volunteer/ 
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