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December 2007 

 

 LEGAL ASSISTANT 

 

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs advanced and difficult paraprofessional and responsible administrative work in the County Attorney's office; 

does related work as required.  Work is performed under the general supervision of the County Attorney. 

 

This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, 

and a negligible amount of force constantly to move objects; work requires stooping, reaching, standing, walking, lifting, 

fingering, and repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the 

spoken word; hearing is required to receive detailed information through oral communications and/or to make fine 

distinctions in sound; visual acuity is required for preparing and analyzing written or computer data, operation of 

machines, determining the accuracy and thoroughness of work, and observing general surroundings and activities; the 

worker is not subject to adverse environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Providing legal secretarial and paraprofessional services; maintaining attorney and court calendars and dockets; 

serving as receptionist; preparing and maintaining legal files and records. 

Serves as receptionist and secretary, screens calls, maintains calendar and files, some of a confidential nature; 

Updates the County Code and other legal publications; 

Takes and transcribes dictation; types correspondence and legal papers including briefs, opinions, proceedings, orders, 

complaints, decisions, contracts, ordinances, resolutions, commitments, affidavits and other documents; 

Assists with research and drafting of legal documents (i.e., ordinances, resolutions, deeds, contracts, etc.) and assists in 

drafting of more complex legal documents; 

Performs general legal research and assists with complex legal research; 

Assists with preparation of Board agendas; 

Assists with preparation of budget; codes and approves all invoices for payment; 

Acts as liaison between other public and private offices; 

Gives information to the public or directs requests to proper staff member; 

Handles a variety of administrative or paralegal assignments; 

Prepares all documents for transfer of County land; prepares settlement statements with computation of figures therein; 

and disperses proceeds accordingly; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of legal office practices, procedures, legal drafting, research and secretarial techniques; thorough 

knowledge of departmental and county functions, organization and policies; general knowledge of the functions and 

policies of the courts, State and Federal agencies; thorough knowledge of legal terminology, forms and spelling; ability 

to establish effective working relationships with others; ability to organize and perform work independently; ability to 

lay out and type complex forms and tables; ability to make arithmetic calculations; ability to type, take and transcribe 

dictation at a reasonable rate of speed; ability to deal effectively with other employees and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited community college and 

extensive increasingly responsible secretarial experience in a legal office. 

 

SPECIAL REQUIREMENTS: 

Certification as a Legal Assistant. 

 


