
© DMG Human Resources Division, 1999

1

THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

PAR ALEGA L

D EFIN I TI ON 

U nder  direction, provides  paralegal services in one of the County’ s legal departments ;
per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to per form legal r es ear ch and s uppor t
attor neys in as s ignments r equir ing a par apr of ess ional unders tanding of  the law  and legal
procedur es . S ince incumbents  ar e not attorneys , they do not give legal advice or  repr esent
clients in cour t.  This  clas s is dis tinguis hed f rom that of P ar alegal, S enior  in that the latter 
either  acts  in a lead capacity and/or has  technical expertis e in and the res pons ibility for  a
s pecif ic ar ea of  the law.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. Res ear ches  and analyzes  s tatutes, r ecorded judicial decisions , legal ar ticles, tr eaties,
legis lation, constitutions , or dinances  and other  s uch documents ; prepar es  legal
documents s uch as br ief s, pleadings , appeals, motions , contr acts, deeds  and dr af ts of 
legal opinions f or  r eview , appr oval and use of  attorneys .

2. I nves tigates facts  and res earches  laws  to determine caus es  of  action and pr epares  cas es
accor dingly; files  pleadings  and other  documents  w ith cour t clerks ; pr epares  aff idavits
of documents and maintains  document files ; inves tigates  status of  cases  and witness es 
or inter es ted parties .

3. A ss is ts in scheduling w itnes ses  f or  tr ials and/or hearings ; obtains and ver ifies 
inf or mation f rom def endants; ar ranges appearances of and prepar es  witness es  for legal
procedur es ; prepar es  files  f or  cour t; as s is ts  attor ney in court w ith documents  and
inf or mation.

4. A rr anges  s uppor t s er vices  for clients and/or their  families; as sis ts  in r es olving problems 
or gathering inf or mation; analyzes, computes, and calculates  financial infor mation and
s tatis tics  utilizing es tablished policies  and pr ocedures  of the as signed unit; pr epar es
r eques ts  to accounting depar tment to calculate cur r ent payments , arr ear s, and
r eimburs ement; deter mines  applicable cour t or der s w hich subs tantiate monies  due and
owing.
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5. Drafts pleadings, orders, discoveries, interrogatories, correspondence, and subpoenas
for filing with the court and opposing parties; drafts policies; reviews and
recommends procedure manuals; drafts, with the District Attorney, the procedures on
real property forfeitures records and title searches executed.

6. Communicates extensively w ith clients, opposing attor neys, cour t s taff , ins urance claim
adjus ter s, employers  and court staf f ; negotiates , under  direction of  attorneys ,
s ettlements  of claims  of ass igned unit.

7. Assists in evaluating cases to determine which cases warrant the filing of liens;
explains computation of liens to clients, attorneys, judges; prepares and files liens
electronically for claims; monitors and amends liens for unpaid claims.

8. I dentifies  cases  w hich war rant contempt actions; perf or ms initial screening of  cases
r ef er r ed f or contempt action; f or war ds  r eferr als  to attorney for f ur ther review and f inal
decis ion r egarding cr iminal action.

9. M onitors  compliance of par ties  placed on pr obation; ass ess es  absent par ent’ s  ability to
w or k dur ing cited per iod via automated of fice system; compiles data needed to support
complaint r eques ts .

10. May act as financial investigation/asset forfeiture expert for division; oversees the
liquidation of the forfeited assets for division; acts as a liaison between DA’s Office
and law enforcement agencies, other counties, courts, county administration and the
public; receives and reviews vehicle forfeiture submissions; rejects or accepts
forfeiture submissions; negotiates settlements in cases; prepares cases for hearings,
when necessary; distributes forfeited assets to appropriate agencies.

11. Maintains a current reference index log of all claims, defendants and victims to field
inquiries; ascertains status of prosecution or the eligibility of claim or benefits paid on
the claim.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

S ucces sf ul completion of a par alegal cur r iculum that has  been appr oved by the American
Bar  A s sociation; s upplemented by six ( 6)  months of  full- time work exper ience in prepar ing
and pr oces s ing legal documents  that demonstrates  poss es s ion of and competency in the
r equis ite knowledge and abilities .
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K NO WLEDG E/A BI LI TIES

Wor king knowledge of  legal r es ear ch techniques ; legal terminology, proces ses  and
procedur es ; common legal documents; legal concepts  and the r ole of  the law in society;
litigation pr ocess es ; administr ative, civil and/or  cr iminal law  s o applicable to as signment.

A bility to conduct legal r es ear ch; prepar e legal br iefs , opinions  and other  such documents ;
communicate eff ectively both or ally and in wr iting; f ollow  w r itten and verbal ins tr uctions ;
develop and maintain ef fective working r elations hips with attor neys, s uppor t s taf f and
clients; coor dinate document pr oces s ing, witness  pr epar ation and other  such activities ;
arr ange for  s uppor t s er vices  f or clients  and/or attor neys; identif y and r es olve problems .

S PECI A L REQ UI REM EN TS 

P os ses sion of , or ability to obtain, a valid Class  II I Calif ornia dr iver’ s licens e may be
r equir ed.

S UP PLEMENTA L IN F ORMA TIO N

I ndependent travel w ill be r equir ed.

S ome pos itions in this class  may require bilingual skills.

ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert light physical effort in sedentary to
light work, but which may involve some lifting, carrying, pushing and/or pulling of
objects and materials of light weight (5-10 pounds).  Tasks may involve extended periods
of time at a keyboard or workstation.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Tasks are regularly performed without exposure to adverse
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain,
fumes, temperature and noise extremes, machinery, vibrations, electric currents, traffic
hazards, toxic agents, violence, disease, or pathogenic substances.
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H uman Resources  Director

                                                         
D ate

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


