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CHARACTERISTICS OF THE CLASS 

 

Under the direction of the General Counsel, performs work which is primarily legal in 

nature.  The incumbent must be familiar with legal terminology and have a basic 

understanding of pleadings and other legal documents including claims, summons and 

complaints,   interrogatories, notice to produce, notice of taking deposition, motions, 

and notice of hearing, subpoenas, affidavits, and rules to show cause, orders and final 

judgments. Additionally, the incumbent must have a basic understanding of the 

operation of the Federal Courts and State Courts, including the Office of the Clerk of 

Court (Civil, Criminal and Traffic) so that legal documents can be properly filed and 

retrieved. 

 

The incumbent is also assigned a variety of complex clerical tasks requiring 

independent judgment and action.  These tasks include assembling information 

regarding claims, including police reports, accident reports, repair estimates and 

medical records. 

 

Emphasis is placed upon relieving the General Counsel of routine matters.  

Supervision is at a minimum, and only the more important assignments are reviewed. 

 

EXAMPLES OF DUTIES 

 

Prepares routine pleadings, routine legal documents and correspondence at the 

direction of the General Counsel. 

 

Provides clerical support for General Counsel’s proposed budget and maintains 

records of expenditures of General Counsel's Office. 

 

Responsible for establishing and maintaining a comprehensive filing system, including 

e-filing as the primary format. 

 

Reads and processes all incoming mail. 

 

Receives and screens telephone calls and processes confidential matters. 

 

Keeps appointment calendar and schedules appointments and hearings. 

 

Performs other related tasks as required. 

 

QUALIFICATIONS 

 

A.    Training and Experience 

 

Completion of a legal secretary’s course of study and graduation from Junior 

College or equivalent legal experience in basic legal principles.  Experience in 

dealing with members of the public highly desirable.  
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B.    Essential Requirements of the Position 

 

Knowledge of legal format and legal terminology. 

 

Knowledge of office practices, procedures, equipment and filing systems. 

 

Knowledge of business English, spelling, punctuation and arithmetic. 

 

Ability to prepare pleadings, legal documents and legal correspondence. 

 

Ability to deal with the public and fellow members in an effective and courteous 

manner. 

 

Ability to work independently on confidential tasks. 

 

Skill in taking minutes of meetings. . 

 

Skill in operating office equipment. 

 

Ability to perform all functions of the job classification without posing a direct 

threat to the health or safety of other individuals in the workplace. 

 

This list of functions, duties, responsibilities, and skills is not intended to be all -

inclusive and the employer reserves the right to assign additional functions and 

responsibilities as deemed necessary.   


