STATE OF NEBRASKA
CLASS CODE:
A31121

CLASS SPECIFICATION
SALARY GRADE:
351

EST:  05/98 - REV:  06/02
OVERTIME STATUS:
N
PARALEGAL I

DESCRIPTION:   Under limited supervision, assists attorneys in the investigation of facts, preparation of documents, and research of law; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Investigates facts and law of case to determine causes of action and case preparation including but not limited to interviews of witnesses, or taking sworn statements, gathering of information or documents.

Develops and maintains documents and maintains and manages document systems for cases.

Drafts interrogatories, requests for admissions or production and discovery documents or answers thereto.

Writes legal documents, such as briefs, pleadings, appeals, contracts, buy-sell agreements, amended articles for review, approval, and use by an attorney.

Summarizes depositions, transcripts of hearings in preparation for discovery, hearings, or appeals.

Delivers or directs delivery of subpoenas to witnesses and parties of action.

Coordinates activities of legal staff and employees.

Serves as law librarian, keeping and monitoring legal volumes and ensuing legal volumes up-to-date.

Writes basic research and shepardization of authority and prepares memoranda summarizing findings.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  State and federal statutory and case law and constitutional provisions pertinent to agency programs; agency rules, regulations, policies and procedures pertinent to the legal services function; goals, scope, and impact of agency programs; the agency organizational structure, functional relationships, and legal processes of the courts and legislative/administrative bodies in Nebraska.

Ability to:  interpret and apply statutes, case law, decisions of a court/administrative hearing, and administrative rules and policies.

PARALEGAL I (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  the principles and practices of criminal and civil law administration; judicial procedures and rules of evidence; the principles and practices of legal research; the techniques of preparing and drafting legal documents and forms.

Ability to:  prepare and communicate orally the facts and arguments of a case; communicate in writing to summarize and exchange legal findings and conclusions; interact with legal associates, other government employees, the public, and representative of parties involved in a case; formulate legal opinions and recommendations based on research and investigations; conduct legal research and investigations; identify critical elements of legal questions or issues; and use a computer for word processing and research.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework and training and/or experience.)

Two year Associate’s degree from business school or four year Bachelor’s degree program, or post college course of a paralegal institute.  Formal training has no preference over experience and can be freely substituted.

