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Classification Specification
	

	
	6214100

	
	PARALEGAL



Class Summary

The responsibilities of this classification include researching, writing, reviewing and preparing vital information as it relates to court cases and other legal matters in support of an attorney or other administrative supervisor. Paralegals perform legal research, investigate facts and underlying issues; manage case load and deadline controls; and organize, file and track all legal matters for assigned area.  

Distinguishing Characteristics

This is a single-level classification. Paralegals work independently under general supervision and provide a variety of investigative and paraprofessional legal support functions under the legal and technical guidance of an attorney or administrative supervisor. The work involves considerable liaison with other agencies, jurisdictions, clients/victims/witnesses and the public.  
This classification is distinguished from the Legal Secretary classification in that the Legal Secretary provides secretarial support services including transcribing dictation; preparing general correspondence; checking accuracy of forms, legal citations and other references; and handling routine legal documents, briefs and contracts. The Paralegal is responsible for investigating facts and underlying issues and performing complex legal research. 
Examples of Duties (May vary by position)

1. Determine seriousness and complexity of cases in order to correctly assign for trial, hearing or other disposition; investigate facts and underlying issues; review legal documents, technical data and all other information relevant to issue; assist in investigation and review of cases.

2. Notify/inform witnesses, attorneys and other parties on case status; coordinate parties and witnesses for hearings or trials; schedule interviews with attorneys, victims and witnesses; set administrative hearings.

3. Perform legal research of statutes and cases; gather facts, analyze data and review cases; research changes in state laws and local ordinances that affect bail schedules.

4. Interview parties and make recommendations in preparation of hearings or trials; explain various legal programs, policies, procedures and ramifications.
5. Review interrogatories, compile and prepare response to lawsuit discovery requests; assist in the evaluation of and response to claims against the County.
6. Draft correspondence, pleadings, motions and discovery devices; prepare hearing or trial exhibits; prepare case files.

7. Manage cases and deadlines; develop and maintain database/tracking systems.
8. Assist at trials and hearings; testify as required.

9. Serve as liaison with other agencies, jurisdictions and clients.

10. Negotiate settlements with parties.

11. Accept, release or disburse money; prepare and process bills and debt calculations.

12. Supervise volunteers.

13. Assist with answering, tracking and processing requests under the Public Disclosure Act; ensure timely processing in compliance with statutory requirements; define/redefine scope of request as required and within the spirit of the law; research necessary documentation, files and reports; prepare documents in response to request redacting information as required from source material.
14. May process and serve legal documents/subpoenas; coordinate internal processes when County employees are subpoenaed.
15. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of current civil and criminal law and terminology, court rules and procedures

Knowledge of current research methods and practices 
Knowledge of current interviewing techniques 
Knowledge of general office procedures, equipment and administration, bookkeeping principles and banking procedures
Advanced skills in writing pleadings, motions and briefs 

Skill in legal research and analysis 
Skill in communicating verbally including interviewing, customer service and interpersonal skills

Skill in developing and maintaining a tracking system

Skill in using current office software including on-line research, word processing, spreadsheet, email and database programs
Skill in planning, organizing and time and project management

Skill in handling multiple competing priorities, sensitive situations and crisis situations and functioning well under time pressure

Skill in interpreting contracts, regulations and laws

Skill in working with a variety of individuals from diverse backgrounds

Licensing, Certification and Other Requirements

Paralegal Certification (some positions)
Additional 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 

	Service Status
	Career Service

	Levels within same series
	None
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