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FINAL TASK LISTING

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

	Task #
	Task



	1. 
	Prepares case files, briefs, decisions, opinions and correspondence, notices of hearings, correctly formatting all documents for litigations, bid protests, adverse actions, arbitration cases and administrative complaints in order to be in compliance with court rules or established practices under the direction of the Legal Support Supervisor I.

	2. 
	Proof reads original legal documents, such as motions, orders and affidavits, using correct language and citations in order to be in compliance with court rules or established practices at the request of program management and Administrative Law Judges (ALJs) under the direction of the Legal Support Supervisor I.

	3. 
	Coordinates schedules or information exchanges between attorneys, court staff, opposing counsel petitioners, respondents, clients or other State agencies in order to organize meetings, calendar hearings and conferences, to convey current information and ensure timely participation at the request of program management or ALJs under the direction of the Legal Support Supervisor I.

	4. 
	Prepares documents for legal filing, service or delivery according to court rules or established practice to be in compliance with office procedures under the direction of the Legal Support Supervisor I.

	5. 
	Answers telephones and receives visitors, schedules meetings and conference via software programs and makes travel arrangements via the internet and/or telephone for the legal staff in order to meet both long-term objectives and the short-term demands of the work unit under the direction of the Legal Support Supervisor I.

	6. 
	Closes case files by updating database.  Organizes, inventories and/or purges documents from the closed file as appropriate in accordance with office procedures under the direction of the Legal Support Supervisor I.

	7. 
	Prepares opening documents or correspondence for new cases and enters information into software program(s) in accordance with office procedures under the direction of the Legal Support Supervisor I.

	8. 
	Maintains calendars of court or hearing dates, document due dates, filing requirements, court appearances, travel, meetings and related activities to ensure due process hearing in order to be in compliance with established practices under the direction of the Legal Support Supervisor I.

	9. 
	Maintains a case management system in order to track and update pending legal cases in accordance with statutory timelines and/or guidelines using established office procedures under the direction of the Legal Support Supervisor I.

	10. 
	Responds orally or in writing to inquiries by clients and general public, which do not require a legal professional’s review or resolution, in order to provide customer service under the direction of the Legal Support Supervisor I.

	11. 
	Calendars or dockets case information by using the case management system in order to maintain a file history in accordance with the established office procedures under the direction of the Legal Support Supervisor I.

	12. 
	Keys, proofreads and corrects draft documents using the established software format at the direction of office manager, ALJs and staff counsels under the direction of the Legal Support Supervisor I.

	13. 
	Uses standard office equipment (i.e. computer, telephone, photocopier, fax machines) and related software application to exchange information using established office procedures under the direction of the Legal Support Supervisor I.

	14. 
	Reviews incoming petitioners documents for completeness to ensure proper service to all parties involved in accordance with established office procedures under the direction of the Legal Support Supervisor I.

	15. 
	Reviews, prioritizes and date stamps daily incoming mail for the distribution to various office staff to meet operational demands of the work unit in accordance with established office procedures under the direction of the Legal Support Supervisor I.

	16. 
	Examines file documents to verify legal steps, deadlines, and due process requirements in order to meet program requirements and to ensure proper service to all parties in accordance with office procedures under the direction of the Legal Support Supervisor I.

	17. 
	Mails, faxes, or arranges for delivery of legal correspondence to clients, witnesses, and court officials using modern equipment and couriers to meet operational demands of the work unit in accordance with established office procedures under the direction of the Legal Support Supervisor I.

	18. 
	Coordinates and/or arranges for court reporters or electronic recording equipment for hearings/conferences to meet operational demands of the work unit in accordance with established office procedures and upon the request from the legal staff under the direction of the Legal Support Supervisor I.

	19. 
	Ensures that cases are properly set according to type of case, length of hearing and geographic location by reading the file, case management software and upon the request from the legal staff in accordance with the established office procedures under the direction of the Legal Support Supervisor I.

	20. 
	Follows direction and oversight by the Presiding Judge, and the case management judge, assigns judges to cases or change assignments of judges on the case management software to meet operational demands of the work unit in accordance with established office procedures under the direction of the Legal Support Supervisor I.

	21. 
	Prepares and mails the Notice of Hearings/Notice of Continued Hearing, to the parties and/or representatives, by using modern office equipment and couriers to meet operational demands of the work unit in accordance with established office procedures and upon the request from the legal staff under the direction of the Legal Support Supervisor I.

	22. 
	Handles request for motions and continuances by the parties by pulling the case file and giving the file and request to the Presiding/assigned judge or staff counsel to issue an order granting or denying request in order to meet operational demands of the work unit in accordance with established office procedures and upon the request from the legal staff under the direction of the Legal Support Supervisor I.

	23. 
	Assists new attorneys and/or ALJs to become familiar with office procedures and legal forms to meet operational demands of the work unit in accordance with established office procedures under the direction of the Legal Support Supervisor I.
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