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TI TLE: Par al egal Assi st ant GRADE: G CODE: 2410
SERI ES: Legal DATE: 1/13/88

Cl ass Definition

Under direction, perforns technical paral egal work involving noderate
responsibility, conplexity and variety. Assists attorneys with
conducting |l egal research, investigation of cases, drafting |egal
docunments and perform ng special projects of a |egal nature. Cases

i nvol ve a wi de range of subjects (e.g., parks, planning, adm n-
Istration). Perforns other related duties as assigned.

Exanmpl es of | nportant Duties

1. Assists attorneys with |legal research. Reviews |egal codes, case
reports, law reviews, public records and other reference books and
journals to analyze | egal issues, answer |egal questions and
Identify relevant |aws and cases. Drafts legal briefs, notions,
contracts, opinions and other docunents.

2. Assists in investigation of cases. Reviews Comm ssion docunents.
Obt ai ns copi es of records, photos and docunments. Analyzes case
docunents. Analyzes case docunents and information and wites
reports.

3. Devel ops procedures. Reviews |egal and technical literature,
anal yses | egal docunents, conducts surveys, nmeets wi th Conm ssion
staff and serves on commttees to develop adm nistrative policies
and procedures for Comm ssion (e.g., contracting). Designs forns.
Drafts policies, regulations and manual s.

4. Contract adm nistration. Reviews and approves Conm ssion
contracts and contract amendnents for |egal sufficiency.

5. Coordi nates cases. (Goes to courthouse to file and obtain copies
of | egal docunents. Distributes copies of |egal docunents to
opposi ng | egal counsel, Conmm ssion units and others as
appropriate. Maintains case files.

| nportant Worker Characteristics

A. Know edge of (1) Comm ssion activities*; (2) Comm ssion
organi zation*; (2) Conm ssion organization*; (3) Conm ssion
policies and procedures*; (4) court system (5) legal forns and
procedures; (6) legal term nology; (7) office practices; (8)
par al egal work
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| nportant Worker Characteristics (Cont’d)

B. Skill in operation of (1) auto; (2) calculator.

C. Ability to (1) apply principles to solve practical problenms; (2)
read technical reports and correspondence; (3) use proper
spel ling, punctuation and grammar; (4) proofread typed materials;
(5) speak clearly; (6) organize work efficiently; (7) provide
courteous service.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

1. Paral egal Certificate froma |icensed educational institution.

2. Valid Maryland driver's license or the ability to acquire one.

Wor ki ng Condi tions

Works in office. Sone driving. Mderate pressure to neet deadlines.



