[image: image1.wmf]Pierce County





       Classification Description

Paralegal 2 

        Civil Division
Department:
Prosecuting Attorney’s Office




FLSA: Non-Exempt
Job Class #:  
218800







Represented: No
Pay Range:
0C17
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
The paralegal assists five civil litigation attorneys with discovery management, witness organization and management, exhibit preparation, document preparation and many other responsibilities.  Some legal re​search is also assigned.  The ability to work with different people, to adapt to different styles of litigation pre​paration and to work under stress, including carrying out last minute assignments, is a must.  

TECHNICAL DUTIES/RESPONSIBILITIES
· Provides Civil Division deputy prosecutors with varied support services, including assistance in the following areas:  

· Responds to formal questions or inquiries from both parties involved in lawsuit in preparation for trial. 

· Contacts witnesses to gain necessary information for trial; conducts formal interviews of witnesses; schedules witnesses for appearance at trials, and drafts formal legal documents, such as affidavits and contracts.  

· Prepares in draft form legal documents for court filing and issuance to both parties.  

· Conducts research of records, data, and other materials from government and private sources.  

· Prepares exhibits, diagrams, video tapes, photographs, surveys and other related materials for court presentation.  

· Prepares and maintains case files for trial, and works with other attorneys, court agencies, law enforcement agencies and the public regarding case preparation and liaison with county agencies. 

· Conducts field work to survey accident sites, verify data and other information.  

· Provides direction, assistance, and guidance to other staff assigned to the work unit.  

RECRUITING REQUIREMENTS
The candidate must possess a 2 year degree from an accredited paralegal program and should have at least 5 years experience working as a paralegal in either public or private practice, preferably in a personal injury or other civil litigation oriented practice, along with ability to use word processing programs and develop exhibits via a computer.  A valid Washington State driver’s license is required.  

Must be able to pass a background investigation.
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