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LEGAL SECR ETA RY 

D EFIN I TI ON 

U nder  direction, per f or ms  a var iety of  diff icult and complex cler ical and adminis tr ative s uppor t
w or k in connection w ith the pr eparation, pr ocess ing, coordinating and/or filing of cr iminal and/or 
civil cases ; per forms  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  the journey level in the Legal S ecretar y s er ies  and is  char acter ized by the
r es ponsibility to pr ovide advanced clerical and adminis trative support in the pr eparation,
proces sing, coor dination, tr acking and f iling of  cases.  This  clas s is  distinguis hed f rom the Legal
S ecretar y, Senior pos ition in that the latter  has r es ponsibility f or  a technical segment of  cler ical
operations  that may include pr oviding lead wor ker guidance to incumbents of  this  clas s .

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. P repar es  a variety of  legal documents, s uch as  legal br ief s and memorandums , opinions ,
s ubpoenas, cour t orders , complex wr its , appeals, motions  and jury instr uctions , f rom ver bal
ins tr uctions, handwr itten, typed or  voice r ecorded dr af t; receives  dir ection r egarding or
independently determines document f ormat, dis tribution and pr epar ation pr ior ity; pr oof reads 
and/or  cor r ects  copy for grammar, s pelling, punctuation and confor mance to establis hed
procedur e or other  guidelines; as sis ts  in developing for ms  and standar dized corr espondence
language; takes routine dictation or instruction in order to compose routine correspondence.

2. P roces ses legal documents , r ecords and r eports  thr ough the of fice to w hich ass igned, as well as 
thr ough the Cour ts  or  other judicial s ys tem and/or  adminis tr ative agencies bas ed on es tablished
procedur es  or  s pecial ins tructions in cas e files ; prepar es  case f iles; receives, pr ocess es  and f iles 
a var iety of repor ts , documents  and fees  resulting fr om legal actions; collects and maintains 
s tatis tical data.

3. P rovides  the public, employees  and other s  general procedur al and/or cas e inf or mation w hich
r equir es  distinguishing betw een and cons ideration of sensitive or  pr otected and public
inf or mation; ans wers  the telephone; takes  mes s ages  and f or war ds  to appr opriate s taf f.

4. Coordinates  the pr eparation of  files  f or  attor neys ; pulls files  f or cas es  s cheduled f or court and
ens ur es that all needed documents  ar e included; maintains cor rect status of  cour t calendar s ;
may accompany attorneys  to meetings ; ass ists w ith r outine legal r esear ch.

5. M aintains f iles  and r ecor d-keeping s ys tems; s orts and s tor es  infor mation bas ed on alpha,
numer ic, content or other  clas s if ication method; s ear ches for  and retr ieves  infor mation stored in
manual and/or  automated s ystems ; pur ges f iles  in accordance w ith establis hed procedur e.



6. M aintains r ecor ds and w or kload statistics ; pr epares  w or k unit r eports; may par ticipate and
ass is t in r eview  and implementation of  new of f ice procedur es .

7. H andles evidence, such as  photos, video tapes , and audio tapes , proper ly and by pr ocedure;
proces ses r ejected cases; photocopies documents; f iles and s hreds  rejected r epor ts.

8. S cr eens phone and of f ice caller s; takes and r elays  inquiries  and mes sages ; evaluates
inf or mational needs of callers ; ans w er s questions; directs  people or  tr ansf ers  calls to
appropriate par ties or of f ices ; calls people and other County departments  to r eques t, update or 
ver if y inf ormation.

QUA LI FIC ATI ON  GU ID ELI NES

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

H igh s chool diploma or GED ; supplemented by one (1)  year  of f ull- time w or k exper ience in
prepar ing and pr oces s ing legal documents , pref er ably for  a governmental agency, including s ix ( 6)
months  experience in a legal s ecr etary capacity that demonstrates possession of and competency
in the requisite knowledge and abilities.

K NO WLEDG E/A BI LI TIES

Wor king knowledge of  gener al of fice pr actices  and procedur es ; legal ter minology, pr ocedures  and
proces ses applicable to the of f ice to which as signed; cler ical wor k methods  and techniques ; legal
and general r ecord-keeping s ys tems; file maintenance methods ; technical r ef erence materials ;
s pecialized typing f ormats  and legal documents  used in the ar eas of as s ignment; grammar, s pelling
and punctuation; off ice equipment oper ation; f or ms  and f or matting techniques ; standar d
cor res pondence compos ition practices .

A bility to under stand, inter pr et and apply law s, r egulations , policies  and procedur es  gover ning
clerical pr oces s ing operations ; prepar e f inal documents  fr om handw ritten, typed and voice
r ecor ded dr af t; format specialized documents; deter mine pr oper routine wording and phr as es ;
r es ear ch r egulations , citations , cas e status, pr ocedures  and infor mation fr om technical res ource
mater ials; pr epare r outine procedur al documents outlining wor k methods ; per f or m clerical
activities  in s uppor t of legal pr ocess es  and/or ser vices ; evaluate unus ual cir cumstances  and res olve
thr ough the application of  legal and s tandard oper ating pr ocedures ; per form routine legal r es ear ch;
communicate eff ectively both verbally and in w riting with people of diver se s ocio- economic
backgr ounds  and temperaments ; maintain accurate recor ds  and document actions  taken; or ganize
and pr ioritize w or k ass ignments ; make routine ar ithmetical calculations ; dis cover  and corr ect
err or s  in arithmetical computation, gr ammar , s pelling and punctuation; maintain confidentiality of 
inf or mation; recognize and r es pect limit of  author ity and res pons ibility; demons trate tact and
diplomacy; es tablish and maintain cooper ative working r elations hips.



S PECI A L REQ UI REM EN TS 

N one.

S UP PLEMENTA L IN F ORMA TIO N

Recruiting requirements may be set to test transcription speed, however, these skills are not the
primary areas to be measured in the selection process.

Positions allocated to 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 work station.

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.

                                                         
H uman Resources  Director

                                                         
D ate

Solano County is an Equal Opportunity Employer.  In compliance with the Americans
with Disabilities Act,  Solano County will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer


