ADMINISTRATIVE LEGAL SECRETARY








DEFINITION





Under general direction, performs varied administrative duties and administrative support lead work in addition to performing skilled legal secretarial duties; and performs related work as required.








EXAMPLES OF DUTIES





Performs as lead worker involving the assignment and monitoring of work to ensure the quality and quantity of work performed in the administrative support work unit; develops, revises and recommends work unit policies and procedures, and makes hiring recommendations; coordinates workflow between support unit and professional staff; recommends organization of work to achieve maximum effectiveness and efficiency; ensures all administrative processing functions relative to support services such as personnel, payroll, and bookkeeping are accomplished; answers questions and provides information in reply to public and interdepartmental inquiries; performs a full range of legal secretarial duties; may operate typewriters, data entry machines and/or word processing equipment, and performs advanced word processing functions.








EMPLOYMENT STANDARDS





Education and Experience:  Any combination of training and experience equivalent to graduation from high school and three to five years of responsible administrative support experience, including one year as a lead worker.  Plus, one year of legal secretary and word processing experience and/or work in the criminal justice system. 





Knowledge, Skills and Abilities:  Knowledge of the items and forms used in legal discourse and procedure; knowledge of modern office techniques and methods; knowledge of advanced word processing principles, practices, and methods; knowledge of the criminal justice system; effective oral and written communication skills; ability to gather and organize data and formulate conclusions and recommendations; ability to assign and monitor the work of others; ability to carryout assignments requiring organization of material and development of procedures; ability to exercise judgment and discretion in the interpretation and application of policies, procedures, and regulations; ability to interact effectively with other employees and the general public; ability to operate standard office machines including word processing equipment; ability to determine the most efficient and effective utilization of technical procedures available for word processing functions and to implement related procedures and programs. 





Special Requirements:  Demonstrated ability to type at a net rate of 50 words per minute with a maximum of 10 errors.
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