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NATURE OF WORK
Under general supervision, performs highly skilled, confidential, and technical legal administrative functions on behalf of the Lewis County Prosecuting Attorney’s Office; provides litigation support to assigned attorneys; conducts legal research; drafts, prepares, and files legal documents; schedules and coordinates attorney calendars; prepares for trials; serves as Custodian of the Record for the Growth Management Department; and performs other related duties as assigned.
ESSENTIAL FUNCTIONS: 
The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities.  Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.
· Coordinates and performs a variety of professional paralegal duties; provides litigation and research support to Civil Department attorneys.
· Maintains and coordinates attorney calendars; liaises with other County departments, local attorneys, and State officials regarding the scheduling of meetings, depositions, hearings, and executive sessions.
· Coordinates travel arrangements for training, seminars, and conferences; books hotel, transportation, and seminar registrations.
· Conducts legal research and verifies compliance with Court Rules, Revised Codes of Washington (RCW’s), Washington Administrative Codes (WAC’s), and applicable case law.
· Drafts, prepares, and files pleadings with the Courts; prepares and/or drafts correspondence, settlement agreements, and documents for employment hearings.
· Transcribes dictation including correspondence, notes, instructions, and/or summaries.
· Prepares and maintains case files; updates ongoing indexes, cases, appeals, and hearings.

· Assists with trial preparation; prepares orders, exhibit notebooks, charts, and graphs.
· Conducts research pertaining to code enforcement; locates information on abatement properties and missing property owners; researches legislation in relation to County codes and ordinances.
· Delivers and/or obtains signatures on legal documents.
· Maintains the Growth Management file room and serves as Custodian of the Record in relation to Growth Management cases.

· Attends and participates in various types of meetings as required.
WORKING ENVIRONMENT / PHYSICAL DEMANDS:  
Work is performed in a standard office environment and involves sitting for extended periods of time, light physical demands, and frequent use of personal computers.
EMPLOYMENT STANDARDS:

Associate’s Degree in Paralegal Studies; AND two (2) year’s paralegal experience; OR an equivalent combination of education, training and experience.      

A Notary Public License is required.
KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of: 
· County policies and procedures.
· County Prosecuting Attorney’s Office operations, policies, and procedures.
· State of Washington Court Rules.
· Federal and State Rules of Civil Procedure.
· Various types of legal documents relative to departmental operations.
· The Judicial Information System and State Court Calendaring System.
Skills in: 
· Coordinating and performing a variety of highly skilled paralegal functions.
· Providing litigation and research support to assigned attorneys.
· Preparing legal documents and updating and maintaining case files.
· Maintaining attorney calendars, scheduling meetings, and coordinating travel arrangements.
· Establishing and maintaining effective working relationships with other staff, County departments and officials, court personnel, outside agencies, and the general public.
· Communicating effectively verbally and in writing.
Page 1 of 2
Page 2 of 2

