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FINAL TASK LISTING

                                                      CLASS:  LEGAL SUPPORT SUPERVISOR I

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	
	SUPERVISION


	1. 
	Plan, supervise, direct, and oversee the work activities of support staff to provide administrative and legal support services.

	2. 
	Provide equitable assignment of work tasks throughout the work unit.

	3. 
	Establish consistent performance standards and expectations for support staff in accordance with office policies and guidelines to ensure quality customer service as directed by the Office Chief.

	4. 
	Implement and maintain consistent performance standards and expectations for support staff in accordance with office policies and guidelines to ensure quality customer service as directed by the Office Chief.

	5. 
	Monitor work of support staff by daily communication regarding the progress of work assignments to ensure that they meet quality, quantity, and timeliness standards.

	6. 
	Provide challenging work assignments to support staff in order to develop employee expertise and maintain employee interest in the job.

	7. 
	Encourage support staff’s involvement in developing improved or innovative solutions to work-related problems.

	8. 
	Recognize and appropriately acknowledge the efforts and accomplishments of staff to promote a positive and productive working environment. 

	9. 
	Complete and discuss performance evaluations and probationary reports in a timely manner with employee (indicating accomplishments, performance goals, and areas of improvement).

	10. 
	Document sub-standard performance by employees in order to comply with the Department’s progressive discipline process.

	11. 
	Resolve performance problems by coaching support staff on job related tasks to improve performance and productivity.

	12. 
	Determine the need for appropriate disciplinary action for support staff in the work unit by following the Department’s progressive discipline process.

	13. 
	Recommend and apply appropriate disciplinary action for support staff in the work unit by utilizing the Department’s progressive discipline process.

	14. 
	Conduct interviews with candidates for employment to determine the appropriateness of candidate qualifications in accordance with state, departmental and office policies and guidelines.

	15. 
	Conduct reference checks for candidates being considered for hire to determine the appropriateness and relatedness of prior work experience to current job requirements and performance expectations in the work unit.

	16. 
	Hire new employees into the work unit or division in order to maintain sufficient staffing levels in accordance with established state and departmental personnel practices and rules.

	17. 
	Interpret and apply provisions of collective bargaining agreements (MOU) to ensure compliance with state rules and regulations in the course of supervising represented employees.

	18. 
	Promote the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions.

	19. 
	Review and approve employee’s work time in order to accurately and timely record work hours in ABMS/PAL timekeeping program.

	
	TRAINING

	20. 
	Evaluate support staff to identify training needs necessary to perform job-related tasks in compliance with established performance standards and expectations.   

	21. 
	Conduct on-the-job training to support staff in order to provide the necessary tools and/or knowledge needed to perform assigned tasks.

	22. 
	Identify appropriate formal training classes and seminars for support staff in order to meet departmental and office performance standards and expectations.     

	
	COMMUNICATION

	23. 
	Communicate office goals and objectives to support staff in order to accomplish the Department’s mission.

	24. 
	Conduct staff meetings to keep support staff informed of important department, office, or work unit issues.

	25. 
	Regularly report to management on the status of work unit operations in order to advise them that  office goals and objectives are being met. 

	26. 
	Apprise management of issues or problems that may potentially impact the completion of work assignments so that they may take appropriate action.

	
	WORK UNIT OPERATIONS

	27. 
	Develop procedures to provide for the effective operation of the work unit or division in order to meet office goals and objectives.

	28. 
	Compose and/or type letters, memoranda, legal forms, pleadings and other types of legal documents and correspondence following guidelines set forth in the office procedural manuals.

	29. 
	Using Microsoft Word, make complicated formatting changes and updates to the on-line State Contracting Manual, used by all state agencies, to reflect current contracting management practices.

	30. 
	Research and answer questions regarding office procedures and processes posed by outside customers, state agencies, and staff attorneys utilizing office procedure manuals, office computer databases, and the Internet in order to provide quality customer service as directed by the Office Chief.

	31. 
	Assign case number to new requests for hearings to facilitate calendaring for Case Management records.

	32. 
	Review requests for hearings to ensure they are in compliance with the rules and regulations as set for in the Administrative Procedure Act and State and Local Agency guidelines.

	33. 
	Request missing and/or incomplete legal forms and/or supporting documents from the appropriate agency, petitioner, vendor etc., in order to comply with appropriate legal filing requirements. 

	34. 
	For each new request for hearing, assign a judge and, if needed, assign a court reporter and an interpreter utilizing the calendar in the Case Management computer program in order produce a complete request for hearing case file.

	35. 
	For each complete request for hearing, record the date and assigned legal staff on the Hearing Calendar in Case Management computer program. 

	36. 
	Prepare a case file folder for each new request for hearing which includes all pertinent documents and information to be used by the legal staff for efficient case management.

	37. 
	Shift priorities, staff, and resources to maximize the productivity and/or effectiveness of the work unit in order to meet office goals and objectives.
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