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ATTORNEY 1

Nat ure of Work

Under direct supervision of higher |evel attorneys or a
department head, perfornms entry level professional |legal work in the
agency or division assigned; perforns a variety of duties involved in
the |l egal processes of the office to which assigned to provide
know edge of |egal issues and practices. Perforns related work as
required.

Exanpl es of Work

Exam nes and/or prepares |legal instrunents such as deeds,

| eases, standard contracts, sinple title abstracts and
si npl e cl osi ngs.

Perforns prelimnary research on proposed | egislation
affecting the agency.

Advi ses departnmental adm nistrators on points of |aw affecting
t he agency.

Prepares briefs and opi ni ons for proper |egal renedy.

Assi sts in hearings before courts of |aw and quasi -j udici al
tribunals.

Interprets court opinions and statutes.

Assists in the preparation of adm nistrative regul ations.

Checks executed deeds and ot her |egal docunents as to form and
legality.

Answers telephone inquiries and correspondence.

Know edge, Skills and Abilities

Know edge of governnent operation.

Know edge of federal and state |aws, particularly those
applicable to adninistration and regul atory functions.

Know edge of judicial procedures and rules of evidence.

Skill in witten and oral conmunicati on.

Ability to analyze, appraise and organize facts and present

such materials in clear and logical formfor oral or
written presentation.

Ability to draft legal instrunents, proposed | egislation and

| egal opi nions.

M ni mum Qual i fications
TRAINING Qaduation froma regionally accredited or
Ameri can Bar Association accredited | aw school
SPECI AL REQUI REMENT FCR THE DEPARTMENT OF TAX AND REVENUE
Adm ssion to the West Virginia State Bar before the end of
a probationary period which may not exceed twelve (12)
nmont hs.
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