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JOB DESCRIPTION
SOC CODE:  23-2099 Legal Support Workers, All Other


	JOB TITLE:  Legal Secretary/Receptionist

	JOB CODE:


	DEPARTMENT:  County Attorney’s Office
SUPERVISOR’S TITLE:  Lincoln County Attorney

	FLSA STATUS:


	POSITION SUMMARY
This is an entry level legal support staff position responsible for providing administrative and legal support in the County Attorney’s Office.  Preference may be given to applicant willing to learn and transition to full-time legal assistant.  The responsibilities include greeting and assisting the public in person or on the telephone, initial screening and processing of new cases, data entry, file management, document preparation and legal and administrative support for a variety of activities in the department.  The position reports to the County Attorney and Deputy County Attorneys and does not directly supervise other county personnel.  The position requires the ability to learn the proper use of legal terminology and procedures and adequate typing skills to perform routine clerical duties.  A keyboarding test may be required. Typical duties include: meeting and greeting walk-in traffic, answering the telephone, accurately taking messages, initial screening and processing of new cases, legal support for misdemeanor case files, making photocopies, processing the mail, making deliveries, calling witnesses, preparing documents using word processing software, filing, documenting that tasks have been accomplished, and other related office duties.  The position requires exercising courtesy and tact in communicating with the public and in giving and obtaining information and understanding and maintaining safeguards for sensitive and confidential information.  Applicant will be required to sign a form authorizing review of a criminal history report in conjunction with the application.


						

DUTIES AND RESPONSIBILITIES

· Acts as a general legal support staff to three attorneys and two legal assistants.
· Meets and greets walk-in traffic in a courteous and helpful manner.
· Answers the telephone and directs calls to appropriate personnel.
· Takes accurate messages and relays them to appropriate recipient.
· Provides legal and administrative support to attorneys and legal assistants on misdemeanor files.
· Performs routine clerical duties such as making photocopies, processing the mail and making deliveries to other departments.
· The position involves handling sensitive information and successful applicant must adhere to strict standards of confidentiality.  
· Prepares general and legal correspondence, including letters, memos, and other routine documents for the attorney’s signature.
· Organizes and maintains documents in paper or electronic format and ensures that documents are placed in the correct files and that files are ready for attorney’s review.
· Works closely with attorneys, other support staff, other departments, and has daily personal, telephone, and electronic contact with the public.
· Enters new case information into case management system and ensures information is updated as needed. 
· Tracks HB640 reporting requirements and ensures reports and follow up letters are done in a timely manner.
· Has daily contact with other county departments and outside agencies. 
· Schedules meetings and appointments, arranges meals, travel and accommodations for attorneys and witnesses. 
· Assists in closing, storage and/or destruction of files according to established schedules. 
· Performs cashiering duties for routine financial transactions.
· Performs other related work as assigned.

SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Performs assigned duties with minimal supervision.
· Presents oneself professionally, including dressing appropriately and treating others with respect and courtesy.


JOB SPECIFICATIONS

Education:     A high school diploma or equivalent is required. Applicant will receive short-term on-the-job training.
 
Experience:   Prior law office or similar experience is helpful but not required.  

.
KNOWLEDGE, SKILLS AND ABILITIES

Knowledge:    

· Clerical
Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, transcription, designing forms, and other office procedures and terminology.

· Legal
Knowledge of legal terminology and procedure and systems such as case management software, preparation of pleadings and correspondence, and managing calendars and court deadlines. 

•	English Language
Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

•	Computers and Electronics
The operation of general office equipment such as copiers, fax machines, telephones, personal computers, printers, scanners, etc.


•	Internet
Navigating the Internet to find information, including the ability to open and configure standard browsers; use searches, hypertext references, and transfer protocols; and send and retrieve electronic mail (e-mail).

•	Navigation
Using scroll bars, a mouse, and dialog boxes to work within the computer's operating system. Being able to access and switch between applications and files of interest.

•	Word Processing
Using a computer application to type text, insert pictures, format, edit, print, save, and retrieve word processing documents.

Ability to:

· Operate computer programs in database management and word processing, including  WordPerfect and Microsoft Office applications and others
· Deal appropriately with sensitive and/or potentially volatile situations
· Tolerate and manage stressful sitiuations, people, and deadlines
· Resolve conflict and problem solve using confidentiality, discretion, patience, empathy and professionalism
· Maintain confidentiality
· Establish and maintain effective working relationships with co-workers, public officials, and the general public
· Accurately complete work within established timeframes
· Communicate effectively both orally and in writing
· Adhere to prescribed office routines, policies, procedures and directions
· Maintain a professional personal appearance and courteous attitude toward the public and fellow employees
· Learn the policies and programs of the office within a reasonable period of time
· Interact with the public in a pleasant and courteous manner
· Communicate information and ideas both verbally and in writing so that others will understand
· Understand and follow directions

Skilled in:

· The use of personal computers and software related to the position
· The application of modern secretarial practices
· Communicating with the public and high level public or private officials in a tactful, pleasant, courteous, and  diplomatic manner
· Managining information to maintain accuracy, access, and confidentiality
                                  

WORKING ENVIRONMENT

1. Physical Demands:  Work is in a normal office environment.  Work involves physical demands associated with working on a computer, communicating over the phone and in person, filing and lifting file boxes.  Occasionally required to lift up to 50 pounds.  Occasionally required to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl and is subject to frequent interruptions.

2. Visual, Hearing and Dexterity Demands:  Requires vision sufficient to read laws, rules, regulations, computer printouts and other printed materials; hearing sufficient to hear conversations in person and over the phone; dexterity to operate office equipment; mobility to move in a normal office environment and make deliveries to other departments; strength sufficient to lift and carry office supplies and file boxes; and endurance sufficient to maintain activity throughout the entire shift.

3. Working Conditions:  Work is in a normal, climate controlled office environment.  Work does require leaving the office environment for short periods to run errands, i.e. post office, other county offices, courts, law offices.









The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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___________________________________________	______________________________________
    Supervisor						 Human Resources
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