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                                                    CLASS:  LEGAL SUPPORT SUPERVISOR I

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	Knowledge of supervisory principles, practices, and techniques to plan, oversee, and direct the work activities of subordinate employees

	K2. 
	Knowledge of principles and techniques used to reinforce and reward positive performance to recognize and promote acceptable and superior performance of subordinate employees. 

	K3. 
	Knowledge of appropriate corrective actions and progressive disciplinary techniques to provide effective, appropriate monitoring, coaching, and counseling of the work performance of subordinate staff.

	K4. 
	Knowledge of collective bargaining agreements to interpret and apply provisions related to the supervision of represented employees.

	K5. 
	Knowledge of equal employment opportunity regulations and objectives to promote the department’s equal employment opportunity policies and goals in making hiring and employment decisions.

	K6. 
	Knowledge of time management techniques to oversee the prioritization and completion of work unit tasks and assignments for self and subordinate staff. 

	K7. 
	Knowledge of training methods and techniques used to provide training to staff in order to develop/improve job skills.

	K8. 
	Knowledge of the purpose, mission, and goals of the department and the work unit to ensure that the progress and completion of work assignments and tasks conform to the overall objectives of the work unit.

	K9. 
	Knowledge of the resources available within the work unit and the department to provide assistance in meeting goals and objectives to ensure that expectations of staff efforts and performance are reasonable and appropriate given available resources.

	K10. 
	Knowledge of project scheduling software (e.g., Microsoft Project) to schedule and track the progress of projects and assignments.

	K11. 
	Knowledge of word processing software (e.g., Microsoft Word) to prepare correspondence and reports.




	





	Ability to:

	A1. 
	Ability to plan, organize, supervise, direct, and oversee the work activities of subordinate employees.

	A2. 
	Ability to delegate work assignments and appropriate level of responsibility to subordinate employees in order to complete work assignments and projects.

	A3. 
	Ability to monitor the work of subordinate employees to ensure that it meets quality, quantity, and timeliness standards.

	A4. 
	Ability to empower staff to accomplish work tasks and provide input to work unit goals and objectives.

	A5. 
	Ability to recognize and reward positive, valued employee contributions in an effort to reinforce such behavior and enhance overall employee performance.

	A6. 
	Ability to document employee performance and complete employee performance evaluations and probationary reports.

	A7. 
	Ability to counsel and guide employees regarding performance expectations, task completion, and overall performance issues.

	A8. 
	Ability to apply appropriate disciplinary action to employees in the work unit.

	A9. 
	Ability to conduct hiring interviews with candidates for employment and/or promotion to ensure that those candidates selected possess the required qualifications.

	A10. 
	Ability to identify training needs of the subordinate employees in the work unit.

	A11. 
	Ability to provide on-the-job training to subordinate staff relating to the tasks of the position.

	A12. 
	Ability to determine and establish priorities and service levels in the work unit or division.

	A13. 
	Ability to plan for the efficient use of personnel and resources to complete assigned projects or on-going work.

	A14. 
	Ability to prioritize work assignments and in-basket materials to ensure completion within established timeframes and by expected deadlines.

	A15. 
	Ability to perform multiple tasks or work on multiple projects simultaneously, maintaining appropriate control and oversight of tasks/projects completed.

	A16. 
	Ability to introduce changes in the work unit in a positive manner to generate support for the changes and to minimize impact or perceived impact on staff.

	A17. 
	Ability to make decisions on behalf of the work group or project team when consensus can not be reached.

	A18. 
	Ability to recognize the ramifications and possible impact of decisions.

	A19. 
	Ability to apply communication and motivational techniques and principles in directing and overseeing the work activities of subordinate staff to ensure that supervisory/management actions taken reflect an interest in enhancing work unit operations and demonstrate mutual respect for staff.

	A20. 
	Ability to use tact and diplomacy when dealing with the needs, problems, and/or concerns of a variety of individuals, including departmental employees, staff from other State agencies, personnel from federal and State regulatory and/or control agencies, vendors, consultants, and the public.

	A21. 
	Ability to communicate verbally, in person or by telephone, clearly and concisely with a variety of audiences on a variety of matters, adjusting the level and tone of the message approximately for the particular audience.

	A22. 
	Ability to give clear, accurate instructions and directions related to work assignments and performance expectations to staff.

	A23. 
	Ability to prepare reports, policies, procedures, and/or correspondence.

	A24. 
	Ability to read and understand State and federal statutes, laws, proposed legislation, and regulations in order to interpret, explain, and apply.

	A25. 
	Ability to operate a personal computer in order to perform word processing, spreadsheet, and presentation development activities.

	A26. 
	Ability to use standard office equipment and machines including fax machine, copy machine, telephone, and calculator.

	A27. 
	Ability to use audio/visual equipment such as overhead projector, television and VCR, and slide projector when providing training or making presentations.




	




	Special Personal Characteristics:

	SPC1. 
	Willingness to assume increasing responsibility. 


_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.
Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.
Willingness to work holiday work shifts in emergency situations.
Willingness to climb ladders to heights of approximately 30 feet.
Willingness to work at heights between approximately 30 and 100 feet.
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