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GENERAL DESCRIPTION/PURPOSE:  
 
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 extensive 
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 be familiar with the operation of the Office 
of the Clerk of Court (Civil, Criminal and Traffic) so that legal documents can be 
properly filed and retrieved.  A member in this class must also be familiar with the 
scheduling of court hearings and trials because this member will be responsible for 
coordinating the appearances of witnesses. 
 
The incumbent is also assigned a variety of complex clerical tasks requiring 
independent judgment and action.  In addition, the incumbent will assist attorney at trial or 
evidentiary hearings with a goal toward working as a team to improve the attorney's 
productivity and efficiency.  
 
ESSENTIAL FUNCTIONS: 
 
Essential functions are fundamental job duties. They do not include marginal tasks, 
which are also performed but are not incidental to the primary functions. The omission 
of specific statements of duties does not exclude them from the position if the work is 
similar, related or a logical assignment to the position, nor does every position allocated 
to the job necessarily perform every duty listed.  The essential functions identified for 
this job are: 

Research and analyze law sources such as statutes, recorded judicial decisions, legal 
articles, treaties, constitutions, and legal codes.  

Draft routine pleadings for review and editing by the attorney. 

Create pleading shells for pleadings requiring attorney's preparation. 
 
Review pleadings before finalization. 
 
Electronically file federal pleadings. 
 
Draft correspondence where appropriate. 
 
With attorney (preferably using Outlook) create a system to maintain and communicate 
tasks/pending matters lists. 
 
Follow up on outstanding matters with and without reminders by attorney. 
 
Calendar response deadlines in conjunction with attorney. 
 
Compile, organize and maintain discovery files and records. 
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Review discovery responses to determine record requests. 
 
Prepare Subpoena Duces Tecums and monitor collection of records. 
 
Draft discovery pleadings and organize and monitor responses. 
 
Prepare medical records summaries, chronologies and medical expense charts. 
 
Assist with trial document and file preparation. 
 
Prepare witness preparation folders, including chronology, portions of prior testimony, 
discovery responses related to witness, documents signed by witness, etc. 
 
Follow and complete tasks on forfeiture checklist, including drafting complaint and initial 
draft of forfeiture affidavit, monitoring deadlines, preparing other pleadings, 
correspondence and settlement agreement, if necessary; scheduling deputy to appear at 
Adversarial Preliminary Hearing, if scheduled, etc. 
 
Performs other related tasks as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
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. 
 
Knowledge of legal format and legal terminology. 
 
Knowledge of Internet software; and Microsoft spreadsheet and word processing 
software.  
 
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 para-legal and secretarial tasks. 
 
Skill in taking and transcribing dictation, including minutes of meetings and statements 
of witnesses. 
 
Skill in operating office equipment. 
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EQUIPMENT: 
 
The employee uses a variety of office and computer equipment and related software, 
including equipment and software unique to job responsibilities and operational 
requirements, such as:  MS Office, Internet/Intranet. 
 
EDUCATIONAL REQUIREMENTS: 

Bachelor's degree from a four-year college or university; or two to four years related 
experience and/or training; or equivalent combination of education and legal experience 
in basic legal principles.   

EXPERIENCE REQUIRED: 
 
Legal litigation experience required. 
 
CERTIFICATIONS/LICENSES/REGISTRATIONS REQUIRED: 
 
Certification preferred - Certified Legal Assistant (CLA) or Certified Paralegal (CP). 
 
JOB REQUIREMENTS: 
 

Problem-Solving Skills Required:  Solve problems in situations where most problems 
have occurred before and their solutions are familiar. 

Writing Skills Required:  Writes clearly and informatively; edits work for spelling and 
grammar; varies writing style to meet needs; able to read and interpret written 
information.  Compose moderately complex documentation of a routine nature. 

Speaking/Presentation Skills Required:  Interview or discuss detailed information, 
frequently involving customer/citizen problems or complaints. 
 
Job Related Communication:  The employee has daily contact with employees within 
their department, in other agency departments and other organizations.    
   
Planning and Scheduling:  A moderate amount of planning of employee’s own or 
other’s activities is required. 
 
Difficulty of Work:  Work involves moderately complex, relatively standardized tasks, 
processes and operations following established laws and procedures. 
 
Assignment of Work:  Supervisor provides general direction in following established 
practices and clear-cut policies. 
 
Effects of Work Errors:  Errors may cause inaccuracies in reports, records, or 
technical data resulting in inaccurate or incomplete information. 
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SUPERVISORY OR MANAGEMENT RESPONSIBILITIES: 
 
None 
 
WORKING CONDITIONS: 
 
Physical Effort/Risk: 
 
Work Position:  On an average, the employee spends 10% of their time standing, 20% 
walking and 70% sitting. 
 
Body Movements: 

 Lifting:       None 

 Lifting frequency:      None 

 Bending:        Some 

 Pushing and/pulling loads:    None 

 Reaching overhead:     None 

 Kneeling:       Some 

 Crawling:       None 

 Climbing ladders:      None 
 
Mental/Visual Effort:  
 

 Typing/CRT:      Very Frequent 

 Attention to detail:      Very Frequent 

 Monitoring equipment:     Frequent 

 Detailed inspection:    Very Frequent 

 Transcription/proofreading:    Very Frequent 
 
Environmental Conditions: 
 

 Exposure to temperature extremes:   None 

 Dangerous equipment:    None 

 Chemicals:       None 

 Noise:       Some 
 
Other Physical Effort/Risk: 
 

 Repetitive stress:      Frequent  

 Eye strain:       Frequent 
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SELECTION GUIDELINES:  
 
Formal application, rating of education and experience, oral interview, background 
investigation, polygraph, and nicotine/controlled substance tests are required for all 
applicants.  Additionally, a credit check, and job related tests (typing 45 wpm and an 
85% on a clerical test) may be required.  

 
The job description does not constitute an employment agreement between the 
employer and the employee and is subject to change by the employer as the needs of 
the employer and requirements of the job change. 
 
 
By signing below I am indicating I have read and concur with the above description of 
my job. 
 
Approved: __________________________________________ _________ 

Employee Signature      Date 
 
Approved:  __________________________________________ _________ 

Supervisor Signature      Date 
 
Approved: __________________________________________ _________ 
  Bureau Commander Signature    Date 
 

 
  

THE PINELLAS COUNTY SHERIFF’S OFFICE IS AN AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY 
EMPLOYER AND OFFERS EMPLOYMENT OPPORTUNITIES TO ALL PERSONS WITHOUT REGARD TO RACE, COLOR, 
RELIGION, AGE, SEX, NATIONAL ORIGIN OR MARITAL STATUS.  WE RECOGNIZE VETERAN’S PREFERENCE AS 
PROVIDED BY FLORIDA LAW AND WE ARE COMMITTED TO A DRUG FREE WORK PLACE. 

 
THE PINELLAS COUNTY SHERIFF’S OFFICE DOES NOT DISCRIMINATE AGAINST QUALIFIED INDIVIDUALS WITH A 
DISABILITY IN REGARD TO THE APPLICATION PROCESS, IN HIRING, ADVANCEMENT, OR OTHER TERMS, CONDITIONS, 
AND PRIVILEGES OF EMPLOYMENT. 

 
 
 


