Employment - Current Openings 
	


	Job Title:
	Resource Attorney 

	Closing Date/Time:
	Continuous 

	Salary:
	$6,275.27 - $8,688.45 monthly

	Job Type:
	Full-Time

	Location:
	Los Angeles County, California 

	 


	Print Job Information | Apply   

	 

	Description  Benefits  Supplemental Questions 

 


	General Purpose 
Under general direction provides legal assistance and services to self-represented litigants in a variety of legal matters. 

Distinguishing Characteristics 
Resource Attorney provides legal and procedural assistance to self-represented litigants in a variety of legal matters. 

Resource Attorneys are distinguished from Managing Resource Attorney in that the latter is responsible for the administration and supervision of staff in the litigant assistance programs. 

	 Examples of Essential Duties, Responsibilities, and Skills: 

	The following examples are intended to describe the general nature and level of work performed by personnel assigned to this classification. Any one position in this class may not perform all the duties listed below, nor are the duties described intended to be an exhaustive list of all duties, responsibilities and skills required of personnel assigned to this classification. 

1. Educates and assists self-represented litigants regarding court procedures and provides general direction for completion of court documents and compliance with state and local rules and law. 

2. Develops and provides educational materials to self-represented litigants concerning the law and procedures and provides referrals to other court-based services, lawyer referral services, legal service providers and other community agencies. 

3. Assists in the review, analysis, and implementation of legislation, statutory mandates, rules of court and applicable law relating to self-represented litigants. 

4. Conducts research to enable the court to be responsive to self-represented litigants’ needs. 

5. Assists in planning, implementing, and administering established policies and procedures and functions consistent with legal, court, and departmental requirements. 

6. Assists in the supervision of assigned Paralegal staff, student interns, and other staff or volunteers to ensure the quality of service is maintained at each of their assigned Centers. 

Other Duties: 

1. Assists in the daily operations of the office. 

2. Prepares correspondence and reports. 

3. Performs other court-related duties as assigned. 

Knowledge of: 

1. Litigant assistance programs, including legal aid and legal assistance services. 

2. Provisions of general, family, domestic violence, probate, landlord/tenant or consumer law, legal processes, and rules of court. 

3. Principles, practices, methods and materials of legal research and analysis. 

4. Procedures, policies, forms and documents used for self-represented litigants. 

5. Principles and practices of sound business and legal communication. 

Ability to: 

1. Analyze problems and legal issues and identify solutions. 

2. Apply legal principles to case facts and make sound decisions. 

3. Research, analyze and appraise a variety of legal documents. 

4. Communicate clearly and effectively, orally and in writing, in English using good business English and appropriate legal terminology. 

5. Prepare clear, concise and comprehensive correspondence, reports, studies and other written materials. 

6. Exercise sound, expert independent judgment within general policy guidelines. 

7. Operate a computer using standard business software and operate standard office equipment. 

8. Work with people of diverse socio-economic backgrounds. 

9. Use tact and diplomacy when dealing with sensitive, complex and/or confidential issues and situations and upset individuals. 

10. Maintain confidentiality of Court documents and records. 

11. Establish and maintain effective working relationships with judicial officers, Court and County employees, members of the public and others encountered in the course of work. 

	 Qualifications: 

	Selection Requirements 
Graduation from an accredited law school –AND- A member of the California State Bar in good standing –AND- Three (3) years’ experience practicing law. 

Licenses and Certificates: 
A valid California Class C Driver’s License or the ability to utilize an alternative method of transportation when needed to carry out job-related essential functions. 

DESIRABLE QUALIFICATIONS: 

· Some assignments may require bilingual skills in languages consistent with the demographics of Los Angeles County. 

· Certification of forty (40) hours of training in mediation techniques and approaches, including training in domestic violence. 

Special Requirements: 
Superior Court of California, County of Los Angeles Resource Attorneys are prohibited by Court policy from practicing law during their employment. This includes prohibition from receiving fees and appearing in any court on behalf of another person. 

	 Examination Information: 

	Part I: Qualifying evaluation of education, training and experience based on submitted application materials. All applicants meeting the minimum requirements are not guaranteed advancement to the interview phase of the examination. Only the most qualified applicants, based on the results from Part I, will be invited to Part II, an oral interview. 

Part II: Oral Interview and writing exercise, weighted 100%, covering education, experience, technical knowledge, critical analytical ability, and general ability to perform the duties of the position. 

If five or less qualified candidates apply, this examination will consist of an evaluation of education and experience based on the application information weighted 100%. 

Your application and any information relative to your candidacy will be handled in strict confidence and will be thoroughly reviewed by the examining committee. It is extremely important that all questions on your application be answered completely. Submitted applications must contain complete information. Incomplete applications will not receive consideration. Resumes will not be accepted in lieu of the required application, but will be considered as supplemental information when attached to the application. 

Applicants must achieve a score of 70% or higher in order to be placed on the eligible list. 

This examination will remain open until the needs of the Court are met and may close at anytime without advance notice. All applicants are encouraged to apply immediately.


