10300


Legal Assistant I

Grade:  4


FLSA: Non-Exempt

Date:
10/00

Job Summary:  Performs a wide variety of clerical legal tasks; performs other duties as assigned.


Essential Functions:
1. Assists in legal and factual research; prepares reports based on research;

2. May:

· prepare a variety of legal documents including but not limited to: briefs, pleadings, memoranda of law, motions, resolutions, ordinances, real estate, and secured transaction instruments;

· monitor, track, and docket court cases and deadlines;

· assist with trials, depositions, and hearings;

· research prior legislation and legislative history;

· track current and future bills; prepare frequent status reports;

· review grant agreements, contracts, and requests for procurement and other documents for legal sufficiency;

· Prepare addenda and make revisions;

3. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to effectively communicate with other staff and members of the public;

3. Knowledge of legal concepts;

4. Ability to apply departmental policies and procedures to daily work tasks;

5. Ability to understand and follow complex oral and written instructions;

6. Ability to conduct thorough investigations; excellent research skills;

7. Ability to work with limited supervision and maintain accurate records;

8. Ability to plan, organize, and execute complicated and continuing assignments accurately, with minimum instruction or review;

9. Effective business English, grammar, legal terminology, and math skills.


Education and Experience: 
4. High school diploma or G.E.D.;

5. Six months or more of related experience;

6. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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