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	DEPUTY CLERK-LEGAL ASSISTANT I, II





DEFINITION:





Under general supervision to assist research attorneys in legal research; to handle administrative and business matters for research attorneys; and to perform related work.





CLASS CHARACTERISTICS:





Deputy Clerk-Legal Assistant I and II are trained paralegal, paraprofessional classes primarily responsible for providing full-time legal assistance to research attorneys.





Deputy Clerk-Legal Assistant I:	This is the journey level class in the Legal Assistant series.  Incumbents perform paralegal duties of average difficulty in conducting legal research and preparing documents.


Deputy Clerk-Legal Assistant II:	This is the advanced journey level class in the Legal Assistant series.  Incumbents work under minimal supervision and perform a variety of difficult and complex paralegal duties.





EXAMPLES OF DUTIES:





Assists in the preparation and conduction of legal determination on the sources of law and systems by which the law is administered and enforced; conducts legal research, analyzes legal opinions and rulings, and prepares legal documents and reports as required in the conduction of legal proceedings; consults research for briefs in support of pre-trial and trial motions and pleadings; assists in the development of legal position to be taken; searches legislative history for determinations of legislative intent; sources of law and systems by which laws are administered.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





	Methods and techniques of legal research as required to review and evaluate the sources of law and the systems by which the law is administered.


	Legal principles, processes and practices.


	Legal terminology, forms of actions, and procedures.





General Knowledge of:





	State and Federal court systems and procedures.


	Applicable State and Federal codes, laws and statutes.








Skills and Abilities:


	Read comprehensively and prepare concise written summaries.


	Present statements of fact on law and argument clearly and logically in written and oral form.


	Prepare drafts of legal documents.


	Perform legal research, analyzing a variety of legal documents, files, records, etc.


	Prepare affidavits, declarations, complaints, motions, petitions, accounting and other legal documents.


	Interpret applicable State and Federal codes, laws and statutes.





EDUCATION/EXPERIENCE:





Education, training and/or experience which clearly demonstrate possession of the knowledge and skills stated above.


An example of education/training/experience that would be considered qualifying for the Deputy Clerk-Legal Assistant I is: the completion of an American Bar Association accredited and certified paralegal program OR eighteen (18) months of experience performing paralegal work in a law or government office.





An example of education/training/experience that would be considered qualifying for the Deputy Clerk-Legal Assistant II is: the completion of an American Bar Association accredited and certified paralegal program AND two years of full-time journey level experience assisting attorneys performing paralegal work in a law or government office.





SPECIAL NOTES, LICENSES, OR REQUIREMENTS:





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in these classes shall serve a probationary period of 2080 hours.





Licenses:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicles.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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