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Classification Specification
	

	
	6218100

	
	LEGAL SERVICES SUPERVISOR I



Class Summary

The responsibilities of this classification include determining work needed to be done, assigning work to supervised unit or section staff, resolving questions and problems, establishing and revising policies and procedures.

Distinguishing Characteristics

This is the first level in a four-level classification series. Incumbents in this classification are responsible for supervising a unit staff, assigning work and ensuring work is accomplished in a timely manner and meets expected quality standards. Incumbents are expected to provide technical advice to other staff and subordinates and may provide backup to subordinates when workload demands require. Legal Services Supervisor II is distinguished from this classification in that Level II incumbents may supervise more than one unit and supervise more employees. Level II incumbents may require broad knowledge and experience in prosecution functions or a more thorough understanding of the specialized highly technical area supervised.
Examples of Duties (May vary by position)

1. Determine work assignments and work schedules for supervised staff.

2. Respond to and resolve daily questions and problems referred by subordinates or other section personnel.

3. Participate in the hiring and training process for new staff; monitor work accomplishments.

4. Suggest, monitor and improve methods to enable section to increase efficiency.

5. Act as liaison with other justice agencies, public agencies and public.

6. Investigate and resolve complaints.

7. Prepare records and reports on supervisory or unit activities.

8. Recommend changing procedures to adapt to various changes such as changes in the law.

9. Prepare staff evaluations and participate in decisions on staff promotion, discipline and termination.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of civil and/or criminal laws and legally based policies and procedures

Knowledge and application of Washington State and King County court rules and procedures

Knowledge of human behavior and family dynamics

Knowledge of cultural diversity awareness

Knowledge of community resources

Knowledge of supervision

Knowledge of workload planning and scheduling

Knowledge of interviewing and intervention techniques

Knowledge of software applications relative to position assigned

Communication skill (oral and written)
Supervisory skill 

Skill in handling crisis situations

Skill in functioning well under time pressure

Skill in handling several tasks simultaneously

Skill in prioritizing tasks

Licensing/Certification Requirements

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
	Legal Services Supervisor I and II
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