
Occupational Group:  Legal
Class Group:  Paralegal
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Paralegal
	Technical
	Current
	


CONCEPT:

Performs legal research, investigates facts, and prepares legal documents for attorneys.  

TASKS: 
· Gathers and analyzes research data, such as statutes, decisions, and legal articles, codes, and documents to prepare drafts of briefs or arguments for review, approval, and use by attorney to formulate a defense, or initiate legal action. 

· Prepares and drafts legal documents, including briefs, pleadings, appeals, contracts, real estate closing statements, and award calculations.

· Files pleadings, petitions and other legal documents with court clerk. 

· Investigates facts and case laws to assist in the determination of causes of action and to prepare cases. 

· Calls upon witnesses to testify at hearings. 

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

· Keeps and monitors legal volumes to ensure that law library is up-to-date.

· Serves copies of pleas to opposing counsel. 

· Maintains document files and case correspondence.
· Responds to questions or inquiries relating to legal issues.
LEVELS OF WORK:  

· Class Group consists of one class.  
MINIMUM REQUIREMENTS:
· Six months experience as paralegal or legal secretary.
· Education may be substituted for experience as determined relevant by the agency.
· Some positions may require additional minimum requirements that will be specified on the position description.
CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
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	· Employees under the direction and immediate supervision of attorney uses their knowledge of legal terminology to provide basic para-professional work.
Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have full knowledge of assigned area to perform a wide range of para-professional work assignments. 
· Employees independently perform assignments by following specific guidelines and direction.  Supervisor gives instruction on new assignments and reviews more difficult work.
· Employees have full understanding of agency’s operations and services that are provided.

Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have extensive knowledge of assigned area to perform full range of assignments and are able to implement changes to work assignment, and require less consultation with superiors.
· Employees are able to manage and respond to complex, problematic and/or crucial situations.
Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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