STATE OF NEBRASKA
CLASS CODE:
S31812

CLASS SPECIFICATION
SALARY GRADE:
339

EST: 05/78 - REV: 06/98
OVERTIME STATUS:
N
LEGAL AIDE II

DESCRIPTION:   This is paraprofessional legal work conducting research on a variety of subjects in an agency.  This position allows a moderate degree of freedom in decision making.  Work is performed under minimal supervision according to established policies and procedures.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Conducts research for the legal division attorneys.

Writes memorandums relating to areas researched.

Supervises the maintenance of the legal library and organizes current research data.

Drafts legal documents for review by legal council.

Drafts bills or amendments to bills.

Assists in revision of rules and regulations.

Performs related work as required.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  legal research methods and case analysis; drafting bills and amendments; filing and record keeping methods.

Ability to:  analyze and interpret statutes; communicate orally and in writing.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to perform the required knowledge, skills and abilities.  A general qualification guideline for positions in this class is a Bachelor's degree plus two years of law school.

