The County of Chester

Job Description

Job Code:


Job Title:

General Paralegal
Department:

Public Defender
Department #:
06500
Reports To:

Chief Public Defender & First Assistant Public Defender
Date:




FLSA:


Non-Exempt



Union
Does the job necessitate a criminal background check?  (must be job related)  Yes

Summary / Main Purpose of Job:

The General Paralegal will work under the general supervision of Public Defender Attorneys. They will assist in the client review of Discovery received from the Commonwealth and convey questions and concerns to the assigned attorney for follow-up. They will assist the attorneys in increasing client communication to address concerns. 
Essential Duties, Tasks and Accountabilities:

· Meet with clients in the office and those who are incarcerated to review Discovery materials, particularly electronic discovery involving photos and video.
· Contacts with clients under supervision of assigned attorney to address concerns 
· Organizes records and discovery. 

· Prepares reports as needed to assist in case preparation.
· Perform other duties, tasks and special projects, as required.
Scope:

Is this a management level position?
No

Provide the number of direct reports to this position. None



Provide the number of indirect reports to this position.None


Does this job have supervisory responsibilities?   No
Qualifications / Requirements:

· Bachelor’s degree from an accredited university.

· Must have completion of an accredited paralegal training program and received certification, or comparable experience.
· Experience working in a law office or law department.
· General knowledge of the criminal justice system 

· Excellent organizational and time management skills.

· Accurate and detail-oriented.

· Strong professional ethics.

· Excellent communication and interpersonal skills

· Maturity to adapt and interact with differing cultures and all socio-economic levels

· Ability to work independently and proceed with objectives

· Able to carry tasks to completion

· Able to establish priorities

Preferred Skills, Knowledge & Experience:

· Related experience.

· Excellent written and verbal communication skills.

· Familiarity with criminal law practice 

· Ability to work independently.

· Ability to work well under pressure.

· Exhibits sound and accurate judgment.

· Demonstrates integrity and honesty.

· General knowledge and understanding of County of Chester policies and procedures.

Computer Skills:

To perform this job successfully, an individual should have:

· Basic Word skills

· Basic Microsoft Office skills

· Basic OutLook skills (Email and Calendar)

· Basic knowledge and skills of Westlaw (courtroom system software)

Physical Demands:

General good health. Able to walk reasonable distances and climb stairs. Carry a laptop computer and client files.
There are no special vision requirements listed for this position.

Work Environment:

· The noise level in the work environment is usually moderate.

Other:
· This position requires professionalism.

· This position require an understanding of the indigent client population
· Confidentiality is crucial to this position.
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