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Transcribe and type a variety of legal and administrative correspondence, pleadings, memoranda, legal opinions,
contracts, forms, records, reports, bulletins, handbooks, statistical reports, Board items, briefs, motions and related
material requiring knowledge and use of the law  -ary, court forms, other related legal and administrative
documents, and limited legal research techniques such as cite-checking, shepardizing and locating court or similar
records.

Review incoming correspondence and telephone calls for assigned attorneys or legal office staff, maintain
calendar(s) for assigned attorneys/staff and ensure notification of attorneys/ staff of deadlines; duplicate and/or
scan a variety of materials; may receive, open and distribute mail.

Review all outgoing correspondence, memoranda, reports and related documents to ensure the documents being
transmitted are in proper order and form; process, log and track transactional documents submitted to the office.

Interact with the public, parents, teachers, staff, administrators and members of the Board of Education; answer
phones, take messages, receive and send e-mail, process outgoing and incoming mail; arrange for meetings,
appointments, and conferences for attorneys and staff in the office and coordinate schedules with other
departments, outside counsel, opposing counsel and others; perform other clerical duties such as reproduction,
giving information to callers, composing and typing routine correspondence.

Operate a computer to enter, update, and access a variety of records and information into various computer
software programs; operate various telephone systems and other office equipment.

Responsible for triaging Incident Reports upon receipt in the office, completing the initial review and forwarding to
Third Party Administrator.

Set up incident and claim files, forwarding necessary documentation to the Third Party Administrator; set up
litigation and regulatory files as necessary.

Serve as first-contact to claimants who contact the Legal Office.
Perform related duties as assigned.
QU/ FICi..(

The District determines whether a candidate is qualified based on fulfillment of prerequisites, relevant work
experience, ability to perform the essential functions, reference checks, effective interpersonal and communication
skills demonstrated by interview performance and/or writing samples, and achie nent on performance-based
assessments (if applicable) that demonstrate the candidate possesses the requisite knowledge, skills and abilities.
Meeting prerequisites only satisfies the initial screening process and does not indicate the candidate is qualified to
perform the essential functions of the position.

W [ (

Solid knowledge of practices and procedures of modern legal secretaries, legal terminology, judicial processes,
systems and procedures for file maintenance and retrieval

California Style Manual and standard legal citation formats

Complex, specialized legal office procedures, computers and other office equipment

Legal office procedures, computers and other office equipment

Correct English usage, grammar, spelling, punctuation and vocabulary

Telephone techniques, systems and etiquette

Interpersonal skills using tact, patience and courtesy; good communication skills and techniques
Standard secretarial procedures and office management techniques

Ability to work with diverse academic, socio-economic, cultural, ethnic, and disability backgrounds of District staff,
students, parents and community

ABILITY TO:
Perform a variety of complex, specialized legal secretary duties involving specialized knowledge

Use legal terminology correctly, work independently with a minimum of supervision
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