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Uniform Model Classification # 211

PARALEGAL

Definition


Under general supervision, this technical level position assists attorneys in the preparation of legal documents, research, analysis, and hearing agendas; prepares standard documents; interviews clients; assists in case preparation and other duties required by the legal staff.

Representative Titles


Legal Assistant, Paralegal Technician.

Distinguishing Characteristics


This is an entry and journey level technical classification that provides a varied range of technical legal assistance to one or more attorneys engaged in administrative, civil, or criminal law.  Work performed is under the general direction and technical review of an attorney.  This class is distinguished from the Legal/Judicial Secretary class in that the former is assigned more technical and complex tasks and requires a higher level of training.  This class is distinguished from the Law Clerk class in that the latter requires more comprehensive legal training and experience in preparation for an entry-level attorney position. 

Representative Duties


1.
Assists attorneys in pre-trial case preparation; organizes, controls, and prepares exhibits based on factual research; reviews and summarizes depositions and other legal documents; arranges for witnesses and informs them of substantive legal aspects of case; prepares exhibit and trial notebooks.

2.
Researches and analyzes law sources such as statutes, ordinances, court decisions, criminal pleadings, police reports, legal documents, and articles; analyzes elements of case with attorney to identify legal questions; researches authorities and pertinent cases on specific points of law; abstracts pertinent case law for use in preparation of briefs.

3.
Analyzes probate, guardianship, and conservatorship petitions for compliance with statutes, ordinances, and court orders; recommends granting petitions and correcting deficiencies; assists probate judge with preparation of court orders; and contacts civil attorneys regarding changes to petitions.

4.
Prepares or assists attorneys in the preparation of various legal documents, such as complaints, petitions, responsive pleadings, motions, discovery demands and responses, declarations and affidavits, exhibits, and memoranda of points and authorities.

5.
Conducts and/or reviews client and witness interviews and reports; reviews information to ensure sufficiency and accuracy.

6.
Performs case status monitoring.

7.
Maintains accurate records and files and may maintain the law library.

Judgment and Responsibility


Incumbents generally perform standard or routine assignments under general supervision.  Incumbents generally have no responsibility for the work of others.  Errors in judgment or failure to complete assignments could have a negative result on the outcome of a hearing and result in expenditure of resources of the court. 

Qualification Guidelines


Any combination of training and experience that would likely provide the required knowledge and abilities including the knowledge of legal research techniques for gathering, compiling, analyzing, and presenting legal information verbally and in writing, and filing procedures and legal terminology is qualifying.  A typical way to obtain the required knowledge and abilities would be:  completion of an accredited paralegal training program or three years of experience researching and drafting a variety of legal documents, preferably supplemented by coursework in legal office practices and business law.  

