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LEGAL SECRETARY

KIND OF WORK:  This is complex clerical and secretarial work of a legal nature.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for performing secretarial duties in a legal setting and coordinating clerical and administrative duties for the department in accordance with established guidelines, policies and procedures, under the general supervision of a superior.  No supervision is exercised over others.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Transcribes dictation; independently composes answers to inquiries and other correspondence; responds to inquiries by researching files and drafting replies for attorney's signature; screens telephone calls; makes and cancels appointments; assists in the preparation, calculation, typing and proofreading of statistical, legal and budget data; types memoranda, correspondence, forms and other materials; gathers source material for the preparation of reports, articles and speeches; monitors court dates; maintains filing system and inventory; distributes incoming mail; maintains Legal Department library; arranges staff meetings; receives and conveys information, requests and orders to department heads and employees; attends meetings, tapes proceedings and prepares minutes; drafts miscellaneous documents including resolutions, ordinances, leases, agreements, and deeds; maintains case files; conducts legal research; arranges interviews; processes delinquent accounts for collection; manages accounts in bankruptcy; makes travel arrangements; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of business English, spelling, arithmetic, punctuation, filing and grammar; through knowledge of legal and technical terminology; good knowledge of the practices and procedures of the office to which assigned or the ability to readily acquire such knowledge; good knowledge of functions, organizational structure, authority and limitations of the City government or the ability to readily acquire such knowledge; ability to use a computer to input data at a rapid rate of speed; ability to use a Dictaphone; ability to establish and maintain effective working relationships with other employees, department heads and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development test, including or supplemented by courses in secretarial training and a minimum of three years' responsible secretarial experience, including or supplemented by one year's legal secretarial experience; or a combination of education and experience equivalent to these requirements.
SPECIAL REQUIREMENT:  Must possess a current Certification of Proficiency from the Mobile County Personnel Board certifying the ability to type a minimum of 65 words per minute.
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