PARALEGAL – PROJECT POSITION

(Corporation Counsel)

DEFINITION

Under general supervision of the Corporation Counsel and direction from Assistant Corporation Counsels, manages permanency planning cases and performs related clerical work.

EXAMPLE OF DUTIES

Obtains information from attorneys, agencies, social workers and social services agencies, governmental and quasi-governmental agencies and others to obtain and/or promulgate necessary data and information; contacts parties and interested individuals to explain the status of cases, policies and law related to permanency planning; performs research necessary to case processing; prepares pleadings drafted by attorneys; evaluates available information and recommends or takes appropriate action.  Position duties will also involve development of electronic system for document management.

EMPLOYMENT STANDARDS

Education and Experience:  Must have an associate degree from a two year legal assistant program or at least two years of work experience which includes substantial emphasis on interviewing individuals, collecting and analyzing information and interpreting complex guidelines, regulations and laws applicable to litigation in the judicial system or two years of increasingly responsible clerical experience which includes substantial public contact and one year of legal clerical experience in a court system or law office.  Experience with or extensive knowledge of Microsoft Access is preferred.  An equivalent combination of training and experience will be considered.

Knowledge, Skills and Abilities:  Knowledge of modern office practices and procedures; knowledge of relevant laws, regulations and guidelines; knowledge of juvenile court procedures and practices; knowledge of civil commitment laws and practices; knowledge of legal terms and papers; knowledge of interviewing techniques; knowledge of basic investigatory principles; knowledge of skip tracing; ability to gather, organize and evaluate a variety of data and information; intermediate or advanced knowledge of Microsoft Access; ability to create and maintain databases; ability to exercise independent judgment and carry out assignments with minimal supervision; ability to maintain confidentiality; ability to communicate effectively both orally and in writing with other employees and the general public, especially in sensitive situations; ability to operate standard office machines; ability to draft and prepare a variety of legal papers; ability to conduct independent research and investigations.

Special Requirements:  Valid Wisconsin driver’s license (or eligibility for), access to reliable personal motor vehicle transportation and a good driving record.
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