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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6445
February 1998

POSITION TITLE:
Legal Assistant

REPORTS TO:
A designated Attorney

Objective: To provide full-performance level administrative support to lawyers.  To research law, investigate facts and prepare documents to assist lawyers.

Essential Functions:

1.
Researches law, investigates facts, and prepares documents to assist lawyers, which includes analyzing: statutes, recorded judicial decisions, legal articles, treaties, constitutions, and legal codes to prepare legal documents, such as briefs, pleadings, appeals, wills, contracts, initial and amended articles of incorporation and other documents. Conducts original, on-going research and analysis, as directed.

2.
Establishes and maintains complex, cross-referenced subject matter files in connection with cases, projects, and other work assigned to attorneys.

3.
Researches and compiles a variety of information from various sources to facilitate case reviews.  Assembles background materials in preparation for conferences of other meetings, and may attend such meetings, as directed.

4.
Maintains designated calendars for all lawyers to whom responsible, scheduling appointments and conferences, building and maintaining files with reference to court appearance dates or other filing deadlines.

5.
Prepares affidavits of documents and maintains document files.

6.
Delivers or directs delivery of subpoenas to witnesses and parties to action.

7.
Acts as law librarian, monitors and maintains legal volumes and related documents, as directed. Maintains manual and computer-based filing systems.

8.
Maintains effective and diplomatic oral and written communications, both internally and externally, with all contacts.


.

9.
Maintains both the integrity and confidentiality of all data, as directed.

10.
Develops and maintains a current, diverse knowledge of paralegal issues. Maintains a current, active knowledge of designated employment laws, as directed.
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11.
Performs other related duties, including special projects, as required or requested.

Education/Experience: High School Diploma or equivalent.  An Associate Arts degree is preferred. Demonstrated experience with computer-based legal software and a demonstrated experience maintaining manual and computer-based filing systems.  Demonstrated experience producing original, independent research and analysis of complex or controversial legal issues, and producing original recommendations based on defined objectives.  Demonstrated knowledge and experience maintaining confidentiality and working successfully with lawyers on various legal issues.  Three (3) to five (5) years of related experience.

Licensure/Qualifying Standards: A paralegal certification may be required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer service; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines, telephones, televisions/monitors, and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, lifting (up to 20 pounds to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

