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County of Nevada, CA
April, 2010
LEGAL OFFICE ASSISTANT I/II

DEFINITION

Under general supervision, performs specialized clerical work involving knowledge of legal terminology and procedures; provides a wide variety of administrative support to assigned unit; and performs related work as required. 

CLASS CHARACTERISTICS

Legal Office Assistant I is the entry level class of the series.  Initially under close supervision, incumbents learn and perform a variety of office support and general clerical duties requiring knowledge of departmental and county procedures and legal terminology and procedures.  This class is flexibly staffed with Legal Office Assistant II, and incumbents normally advance to the higher level after gaining experience and achieving proficiency that meets the requirements for Legal Office Assistant II.

Legal Office Assistant II is the fully qualified, journey level class of the series, competent to perform a variety of specialized office support and clerical duties. Incumbents are expected to perform the full range of duties under general supervision.  A Legal Office Assistant II is expected to perform assigned duties requiring knowledge of legal terminology and procedures and use a high degree of independent judgement.  Some Legal Office Assistant IIs may have assigned duties related to civil process and public administrator functions.  This class is distinguished from Senior Legal Office Assistant that performs the more complex and responsible functions, and provides technical guidance to others. The Legal Office Assistant series is further distinguished from the Legal Secretary series in that the latter performs the full range of assigned duties requiring a greater degree of independence and secretarial skills, and a thorough knowledge of legal terminology and procedures and administrative practices.  

EXAMPLES OF DUTIES (Illustrative Only) 

Essential: 

· Processes, maintains and prepares a variety of legal forms, records, reports, and civil documents, as assigned
· Types correspondence, reports, legal forms and specialized legal documents related to the functions of the organizational unit to which assigned from drafts, notes, dictated recordings, or brief instructions, using a typewriter or word processor

· Proofreads and checks typed and other materials for accuracy, completeness, compliance with departmental policies and clearly established procedures, and correct English usage including grammar, punctuation, and spelling

· Enters and retrieves data from an online computer system following established formats;

      researches databases/files to determine if individuals are in compliance with statutes (i.e. sex offender registration, firearm registration); runs driver’s license and rap sheets

· Gathers information from individuals or reference sources to complete and process various legal forms, records, and applications; and contacts individuals to obtain additional information
· Maintains office files, and researches and compiles information from such files; and distributes information; maintains various confidential and secure files

· Acts as receptionist and receives and screens visitors and telephone calls, takes messages, and makes appointments; provides factual information regarding County or unit activities and functions; processes mail; orders office supplies 

· Oversees entry and exit from secured areas; keeps facility secure at all times

· Receives and processes criminal warrants issued in the County of Nevada and from outside counties and states

· Fingerprints the public, arrestees, and inmates; registers sex, arson and drug offenders

· Issues county and state permits in accordance to the penal code and health and safety codes

· Researches, compiles and summarizes a variety of statistical data, prepares spreadsheets, reviews/sanitizes confidential and sensitive information, issues reports,; images (digitally) booking and crime reports, files paperwork, and  transports/retrieves reports from archives

· Receives and deposits funds/monies into accounts, and pays bills; records expenditures and makes reconciliations 

· Installs keepers in businesses to collect monies due pursuant to judgment

· Serves as subject matter expert regarding civil process and aides deputies and other persons in understanding process

· Some LOAs within Sheriff’s Office will sell personal and real property at Sheriff’s Sales and prepares Sheriff’s Certificate of Sale;  will seize and sell, or seize and turn over personal property under Claim and Delivery process, as assigned

· Some LOAs within Sheriff’s Office will assign coroner notification numbers to mortuaries, notify pathologists of cases needing autopsy, and schedule transportation of bodies to morgue; will provide information to decedents’ families and works with next of kin to determine eligibility for County indigent burial program, release coroner property taken for safekeeping and provide autopsy reports as needed

· Some LOAs in Sheriff’s Office will work offsite to prepare inventory of Public Administrator cases, protect the assets, and prepare for sale

Important: 

· Processes and tracks departmental employees’ time, completes appropriate payroll source documents, and prepares reports

QUALIFICATIONS

Knowledge of:

· Legal terminology, practices and procedures and practices involved in composing, processing, and filing a variety of legal forms and documents

· Basic office practices and procedures, including filing and the operation of standard office equipment

· Correct English usage, including spelling, grammar, and punctuation

· Business letter writing and report preparation

· Pertinent Federal, State, and local laws, codes and regulations, including laws and regulations affecting the preparation and serving of civil notices, as required
· Policies, procedures, processes and forms related to the department to which assigned

Skill in:

· Understanding and carrying out oral and written instructions

· Operating standard office equipment including computers

· Establishing and maintaining effective working relationships with those contacted in the course of the work

· Understanding, interpreting and relating laws, rules, regulations and policies of the assigned department

· Making arithmetical calculations with speed and accuracy

· Operating standard office equipment including a word processor and centralized telephone equipment

· Prioritizing work and coordinating several activities simultaneously

· Preparing and processing a variety of legal forms and documents

Education and Experience:

Level I:

Completion of the twelfth grade supplemented by legal terminolo​gy course work and two years of responsible clerical and staff support experience. LOAs Is assigned to some offices must complete POST law enforcement clerk course and/or CLETS within one year of hire.

Level II (in addition to the above):

Two years of experience in a legal support assignments equivalent to the County's Legal Office Assistant I and for LOAs assigned to some offices, completion of POST law enforcement clerk course and/or CLETS training.
Licenses and Certificates:

Possession of a valid driver's license within 30 days of hire.

Typing at a net rate of 40 wpm.

Completion of POST law enforcement clerk course and/or CLETS training required for certain positions within one year of hire, as noted on the job announcement.  
Physical Demands and Working Conditions:

Mobility and manual dexterity to work in a standard office environment, use standard office equipment and attend off-site meetings; speech and hearing to communicate in person and by telephone; vision to read handwritten and printed materials and a computer screen. 

Some accommodations may be made for some physical demands for otherwise qualified individuals who require and request such accommodations. 

Other Requirements:

Specified positions must meet special requirements for security clearance, which shall include a comprehensive background investigation and medical examination.

This class description lists the major duties and requirements of the job and is not all-inclusive.  Not all duties are necessarily performed by each incumbent.  Incumbents may be expected to perform job-related duties other than those contained in this document and may be required to have specific job-related knowledge and skills.  FLSA:  NE

