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Classification Specification
	

	
	4204100

	
	LEGAL SECRETARY



Class Summary

The responsibilities of this classification include providing legal secretarial support services to an assigned group of attorneys in the office of the King County Prosecuting Attorney. The incumbent works under general supervision and may exercise independent judgment to accomplish assigned tasks. Discretion and confidentiality must be exercised. Duties call for an in-depth understanding and an application of office guidelines, policies, procedures and work methods, as well as legal office practices and procedures. The incumbent must keep apprised of current projects, issues and potential problems and inform key personnel of such matters.

Distinguishing Characteristics

This is a single-level classification and its duties include word processing of legal correspondence and documents requiring technical proficiency and a clear understanding of the legal significance of the work. Performance of this work requires knowledge of legal and regulatory rules and requirements and superior English language skills. Guidelines and rules cover most situations encountered. Work is performed under general supervision and may require the incumbent to exercise independent judgment.

Examples of Duties (May vary by position)

1. Provide legal secretarial support for a specifically assigned group of attorneys.

2. Prepare correspondence, memos, reports and various legal documents from rough drafts or transcriptions to final copy in proper legal format.

3. Operate standard office equipment.

4. Proofread documents and correct grammar, spelling, punctuation, sentence structure, legal terminology and format without altering meaning.

5. Process transactions involving several steps such as reviewing documents, completing forms, researching governing directives and verifying data.

6. Receive callers in person and by telephone; answer routine questions; clarify information sought; provide readily available information so there is little need for further referral; and take and deliver messages.

7. Arrange for timely delivery, service or filing of pleadings and correspondence, and ensure correct dissemination to appropriate parties.

8. Process and route mail.

9. Maintain files, schedules, calendars and dockets.

10. Perform errands and work on special projects as needed.

11. Perform records research.
12. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of legal office practices and procedures
Knowledge of record keeping and tracking systems
Knowledge of proper English grammar, spelling and punctuation
Keyboarding skills (speed required may vary according to position assignment)
Alphabetical, numeric and chronological filing skills
Effective oral and communications skills
Interpersonal and human relations skills
Organizational skills
Analytical and problem-solving skills
Skills in envisioning an overview of tasks from beginning to end and obtaining all information needed so that necessary time deadlines are met
Skill in operating standard office equipment including typewriters, personal computers, mainframe systems, copiers, fax machines and multi-line telephones and transcribers
Skill in working under pressure with frequent interruptions and deadlines
Skill in independently interpreting and applying established guidelines, rules and regulations in the performance of daily operations
Skill in processing a significant work load from rough draft to final form including preparing and handling a variety of legal documents, letters, memoranda and reports
Skill in following oral and written instructions
Licensing, Certification and Other Requirements

Washington State Driver’s License (some positions)
Notary public (some positions)
Passing background check
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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