C ass Code: 313

Gty of Anaheim C assification:
Cl ass Specification LEGAL SECRETARY
DEFI NI TI ON:

Under noderate supervision, to performhighly skilled | egal secretarial and clerica
wor k of average difficulty while assigned at either the North Court Facility or at the
CGvic Center.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS - Dependi ng upon area of assignment, duties and
responsibilities may include, but are not limted to, the foll ow ng:

Reviews trial case files and deternines who needs to be subpoenaed; prepares required
paperwork; requests additional reports/information as required to conplete file for
court.

Pulls and reviews files for daily calendar. Ensures files are up to date and contain
all pertinent information. Follow through on requesting mssing information and/or
bring to attorney's attention for action.

For new cases, independently requests information on outstanding warrants, prior
convictions, pulls case files in office, contacts other jurisdictions for additiona

i nformation.

On a daily basis, updates Case Managenment System

Operates word processor and/or CRT to enter and edit a wide variety of |egal infornation
using a limted nunber of programs and formats, devises formats for specialized
purposes, and creates |egal vocabulary for use in the word processor

Qperates printer to print documents stored in word processor

Transcri bes nmachine dictation and/or takes and transcri bes shorthand notes of
correspondence, briefs and reports.

Proofreads materials for clerical accuracy and spelling

Conposes correspondence based on general instructions from attorneys, routine pleadings
from standard passages, and specialized docunents, requiring use of judgnent.

Types or enters and assenbles a variety of legal forns, schedules, reports, lists
correspondence, cal endars, briefs, tel ecopier requests and opinions

Locates and prepares discovery material and exhibits for court filing.

Sets up neetings, arranges for neeting rooms, cal endars and prepares necessary
confirmations.

Screens mail, arranges in priority order, assenbles background infornation and
distributes to appropriate attorneys.

Col l ects nonies in response to restitution, prepares appropriate docunents and forwards
to Accounting

Directly coordinates D sneyland and Code Enforcenent cases with filing officer. Ensures
files are accurate and conplete prior to filing of conplaint.
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Prepares all conplaints not related to Anahei m Police Departnent (ie. Code Enforcenent,
Dept. of Fish and Gane, Health Dept., State/Federal agencies regardi ng drug cases).

Operates a variety of office equipment, such as a typewiter, transcription equi pnent
and phot ocopi ers.

Delivers docunents to court, attorneys' offices and other City |ocations
Coordinates the preparing, filing and serving of necessary court docunents

Fol |l ows up on cal endared dates for section attorneys in connection with all assignments
and inputs to computer

Takes and response to tel ephone calls; screens inquiries and i ndependently handl es those
that do not require the personal attention of an attorney.

EXAMPLES OF NON- ESSENTI AL JOB FUNCTI ONS

Keeps abreast of current court procedures in order to conply with new court rules and
litigation procedures.

ot ains police reports as needed
Assenbl es and bi nds briefs.
Files materials into established filing system

Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Perfornming responsible |egal clerical and secretarial work.

Know edge of: Mbdern of fice equi pment and procedures; advanced word processing met hods
Engl i sh usage, spelling, granmar and punctuation; business math; |egal term nol ogy;
civil or crimnal procedures, statutes and court rules; civil or crimnal litigation
fornms and formats; procedures of a law office related to preparing and filing of |ega
docunent s.

Skill in: Typing at a net corrected speed of 50 words per mnute; reading
under st andi ng and appl yi ng conpl ex naterials; taking dictation at a speed of 90 words
per minutes (see NOTES Section); operating a conputer term nal

Ability to: Mintain and nodify legal filing systens; performroutine |legal clerica
and | egal secretarial work; initiate and conpose routine correspondence and | ega
docunents; proofread and detect errors in typing, spelling, grammar, syntax and
punctuation; prepare, file and serve civil or crinmnal litigation docunents

i ndependent|ly; receive confidential information and maintain confidentiality; establish
and maintain effective relationships with those contacted in the course of work; plan
organi ze and schedul e work to neet deadli nes.

NOTE: Sone positions in this class require possession of a valid and appropriate
California Driver's License.
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Shorthand skill at the designated speed is a pre-enpl oynent requirenent of some
positions. The shorthand requirement nmay be wai ved by the supervisor prior to
conducting recruitnent to fill a vacancy.

Supervi si on Received: Wrks under technical supervision. Wrk in progress and
conpl eted work is reviewed periodically.

Supervi si on Exercised: My provide technical supervision over clerical and/or part time
enpl oyees.

Career Ladder Information: Experience gained in this class nay serve to meet m ni hum
requirenents for pronotion to Litigation Secretary or Administrative Assistant.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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