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Job Posting @sadomich | @sadoreentry
Deadline: November 28, 2025

Intake Coordinator

Detroit or Lansing (Hybrid)
Limited-term position

Job Summary

Join Michigan’s State Appellate Defender Office (SADO) as an Intake Coordinator. The Intake
Coordinator manages the case intake process for people entitled to resentencing under the
Michigan Supreme Court decision in Czarnecki and Taylor' and supports the independent
assignment of quality counsel for people at resentencing and for felony appeals throughout
the state. The position pays from $60,134 to $86,777, depending on experience.

This is a full-time, limited-term position with state funding allocated through September 30,
2026. Continuation of this position beyond that date is contingent on future budget
allocations from the State Legislature.

SADO is an independently governed state legal agency, with offices in Detroit and Lansing,
and approximately 100 staff members and growing. Our public defender division represents
people who cannot afford their own attorney to appeal their criminal convictions. Our private
counsel division oversees and supports a roster of private attorneys with the same mission.
Together, we fight to make the criminal legal system fair. To learn more, visit www.sado.org
and follow us on social media.

Job Responsibilities

e Reviews appellate counsel appointment orders to ensure accuracy.

e Serves signed orders of appointment to clients and e-files in the Court of Appeals.

e Interacts and corresponds with public defenders, roster attorneys, and trial court staff.

e Operates the web-based assignment system.

¢ Manages the intake process for new cases. Requests, receives, reviews, and enters all
relevant information into the case management system. Ensures timely receipt of case
records, such as the court file and transcripts.

e Analyzes new cases for appropriate categorization to identify conflicts and to prioritize
those requiring immediate attention.

e Tracks and monitors case status from assignment to case closing.

Y In April, the Michigan Supreme Court ruled that if a person was 19 or 20 years old and convicted
of a homicide, they could not constitutionally be sentenced to die in prison. This means that
almost 600 people in Michigan are entitled to resentencing hearings. These people need lawyers,
and SADO is coordinating that process.


http://www.sado.org/
http://www.sado.org/

Prepares and files procedural motions as requested.

Responds to inquiries from courts, trial attorneys, clients, and internal staff regarding the
status of cases.

Serves as a case management software system administrator. Maintains data integrity in
SADQ’s case management system. Writes queries and reports. Assists in the development
and maintenance of case management systems.

Qualifications

Possession of an associate’s degree in paralegal studies, paralegal certification, or a
degree in related field, plus three or more years of experience in a law office, court or
other legal setting. Two years of relevant experience may be substituted for the required
education.

Proficient with Microsoft Word, Outlook, Excel, Adobe Acrobat, and general office
equipment.

Technical aptitude and ability to understand relational databases. Knowledge of
LegalServer and MS Access preferred.

Detail-oriented and accurate.

Strong communication skills.

Organized and proactive, with the ability to prioritize and manage multiple
responsibilities.

Ability to plan, problem-solve, and make creative and thoughtful decisions.
Commitment to the inherent worth and dignity of clients.

Benefits
State employee benefits are comprehensive and include:

Medical, dental, vision, and life insurance

401k plan with up to a 9% employer contribution (partial vesting begins at 2 years)
13 paid holidays

3 weeks of paid vacation in year one

Paid sick time and, for eligible employees, paid parental leave

Long-term disability insurance

Flexible work hours

Hybrid work environment (remote/office)

Paid training opportunities

Annual pay increases up to the maximum of the pay range with satisfactory
performance

SADO employees are members of the UAW Local 2200.



To Apply

Submit a resume and a cover letter via email by November 28, 2025, to hr@sado.org and
include “Intake Coordinator 2025-14" in the subject line. Applications without a resume and
cover letter will not be considered. The cover letter should address your commitment to
working with incarcerated people and people convicted of crimes.

SADO is an equal opportunity employer and is committed to diversity, equity, and
inclusion. A felony conviction does not prohibit employment at SADO.

If you have questions about this application or are unable to send application materials
electronically, please contact Human Resources at 313-420-2942 for assistance.
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