9502
LEAD PARALEGAL

Nat ure of Work: Under general supervision and in a |ead
capacity, plans, assigns and reviews the work of Paralegals in a
| egal setting. The work involves conducting research of | egal
sources such as statutes, regulations, |egal opinion and rel ated
docunents necessary for briefs, pleadings and appeals. In a
regul atory setting, may involve the review and approval of
applications and reports for conpliance with |aws and
regul ations. The work may involve the preparation of case
summari es and reports of pertinent facts in hearings attended.
Consi derabl e contact is maintained with attorneys and judici al
personnel in the work perfornmed. Perforns related work as
required.

Di stinguishing Characteristics: The Lead Paral egal is
di stingui shed fromthe Paral egal by the responsibility for
pl anni ng, assigning, and review ng the work of Paralegals in the
work unit.

Exanpl es of Work

Pl ans, assigns and reviews the work of Paral egals and ot her
clerical staff.

Assures the tinely conpletion of the work of the unit.

Trai ns enpl oyees in the nmethods, procedures, and policies of
the work unit.

Interacts effectively with attorneys and adm ni strative
supervisors in planning and reviewi ng unit activities.

Researches | egal sources such as statutes, recorded judici al
deci sions and | egal codes in conplex litigation.

Wites abstracts of evidence presented at conpl ex
adm ni strative hearings and sumraries of information on
heari ngs or cl ai ns.

Wites transcripts of conpl ex appeal proceedings and transmts
a copy of such transcripts to the appeal or hearing board.

Mai nt ai ns records of all cases before counsel including briefs
submitted, rulings and opinions and all cases appealed to
t he Suprene Court of Appeals.

Attends hearings before the appeal or hearing board or the
Suprene Court of Appeals.

Keeps abreast of changes in agency or departnental |aws, rules
and regul ations as well as state, federal and |ocal |aws
relating to the area of assignnent; relates changes to
unit staff.

Col l ects and summari zes information from books and peri odical s
for review by a responsi bl e adm nistrator or counsel.

Conmposes conpl ex correspondence, orders and ot her |egal
docunents.

Prepares | egal documents of a conplex nature for civil action
in tax cases.

Monitors the novenment of pending legislation in order to
answer questions for departnental or agency personnel.



9502
LEAD PARALEGAL ( CONT' D)

Know edge, Skills and Abilities

Know edge of the broad principles and application of |aw,
evi dence, pleadings, and judicial procedure in \Wst
Vi rginia.

Know edge of and ability to effectively utilize the English
| anguage.

Know edge of |egal citations.

Ability to gather and interpret pertinent statutory and
regul atory provisions and present findings in a |ogical and
persuasive witten form

Ability to | ead personnel engaged in paral egal and clerical
dut i es.

Ability to understand governnental organization and operation.

M ni mum Qual i fications

Trai ning: Successful conpletion of a Paral egal (Legal
Assi stant) training program

Substitution: Two years of full-time or equivalent part-tine
pai d experience in a legal setting which required
performng | egal research, reading and interpreting |aws,
and preparing | egal docunents, under the supervision of an
attorney may substitute for the required training.

Experience: Two years of full-tinme or part-tine equival ent
paid or unpaid experience as a Paralegal in a | egal
setting.
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