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FINAL KSA LISTING

                                                    CLASS: SENIOR LEGAL TYPIST


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

	#
	Knowledge, Skill, Ability



	
	Knowledge

	K1. 
	General knowledge of structure and content of the business English language, minutes, reports, numerical and tabular materials at a proficient level, including the meaning and spelling of words, rules of composition, and grammar in a professional work environment.

	K2. 
	General knowledge of modern office methods, supplies, and equipment. 

	K3. 
	High level of knowledge of technical legal terms, syntax, various legal document forms and formats, and their processing in a legal work environment. 

	K4. 
	Advanced knowledge of laws, legal codes and court procedures in order to process work in a legal work environment.

	K5. 
	Advanced knowledge of the principles and processes for providing customer service in a work environment.

	K6. 
	Standard knowledge of the organization and maintenance of filing systems to enhance work unit effectiveness.

	K7. 
	Standard knowledge of administrative hearings, court rules and procedures as it relates to the various court systems.

	K8. 
	Basic knowledge of application of office procedures and guidelines to specific problems arising in the work area.

	K9. 
	General knowledge of office organization, workflow, and procedures in a legal work environment.

	K10. 
	Standard knowledge of techniques used when receiving callers, scheduling appointments, giving information and explaining instructions and guidelines as it relates to confidential legal matters.

	K11. 
	General knowledge of requirements of State and Federal laws, County ordinances and policies affecting the reviewing and recording of legal documents relative to court procedures.


	
	Skill 

	S1. 
	Advanced skill to effectively communicate oral and written information in a professional legal environment in order to meet deadlines, and to ensure that the procedures and efforts of the work unit are accomplished.

	S2. 
	Advanced skill to organize and prioritize work with competing importance in order to meet deadlines, and to ensure that the procedures and efforts of the work unit are accomplished.

	S3. 
	Advanced skill in understanding written sentences and paragraphs in work related documents in order to meet deadlines, and to ensure that the procedures and efforts of the work unit are accomplished.

	S4. 
	Standard skill to type with a high level of accuracy in order to meet deadlines, and to ensure that the procedures and efforts of the work unit are accomplished.


	
	Ability

	A1. 
	Standard ability to read and understand information and ideas presented orally or in writing in order to meet deadlines, and to ensure that the procedures and efforts of the work unit are accomplished.

	A2. 
	Standard ability to communicate information and ideas orally or in writing so others will understand in order to process work in a legal work environment.

	A3. 
	Standard ability to concentrate on a task over a period of time without being distracted in order to process work in a legal work environment.

	A4. 
	Standard ability to arrange items or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical principles) in order to process work in a legal work environment.

	A5. 
	Standard ability to compile, code, categorize, calculate, tabulate, audit, or verify information or data in order to process work in a legal work environment.

	A6. 
	Standard ability to type at a speed of 45 words per minute or more in order to process work in a legal work environment.

	A7. 
	Standard ability to establish and maintain an effective working relationship to ensure that the procedures and efforts of the work unit are accomplished.

	A8. 
	Standard ability to prepare correspondence independently in order to communicate effectively.

	A9. 
	Standard ability to perform complex legal clerical work including the preparing and processing a large variety of legal documents to ensure that the procedures and efforts of the work unit are accomplished. 

	A10. 
	Standard ability to interpret and apply complex rules, regulations, policies, and procedures to ensure that the procedures and efforts of the work unit are accomplished.

	A11. 
	Highly developed ability to follow directions to ensure that the procedures and efforts of the work unit are accomplished.

	A12. 
	Standard ability to analyze or assess office services and operations for quality and efficiency and effectiveness, and to make recommendations to ensure that the procedures and efforts of the work unit are accomplished.

	A13. 
	Standard ability to determine work priorities to ensure that the procedures and efforts of the work unit are accomplished.

	A14. 
	Highly developed ability to operate word processing equipment and/or personal computer to ensure that the procedures and efforts of the work unit are accomplished.

	A15. 
	Standard ability to use diplomacy and discretion in giving out information, referring and directing callers and visitors in a legal work environment.

	A16. 
	Standard ability to select and apply references such as dictionaries, English usage manuals, legal references, procedure manuals, and computer guides to ensure that the procedures and efforts of the work unit are accomplished.

	A17. 
	Highly developed ability to maintain composure during stressful situations occurring as a result of workloads and/or deadlines in a work environment.

	A18. 
	Standard ability to review legal documents and other documentary evidence for correctness of form, sufficiency of information, and conformance with legal requirements, and make determinations as to the legal acceptability of documents for administrative court proceedings to ensure that the procedures and efforts of the work unit are accomplished.

	A19. 
	Standard ability to work with stringent deadline requirements to ensure that the procedures and efforts of the work unit are accomplished.
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