LEGAL SECRETARY II
SUPREME COURT COMMISSIONER’S OFFICE
Olympia, Washington
The courts of Washington serve the public as an equal, independent, and responsible branch of government, with more than 400 elected judges presiding at four levels: the Supreme Court, the Court of Appeals, the superior courts, and courts of limited jurisdiction, or district and municipal courts.  The Supreme Court is the state's highest court. Its opinions are published, become the law of the state, and set precedent for subsequent cases decided in Washington.
POSITION PROFILE:
This position performs legal secretarial duties for the Supreme Court Commissioner’s Office and requires thorough legal secretarial knowledge and the ability to work independently to accomplish assigned tasks.  This position offers an opportunity for independent initiative and creativity in undertaking certain assigned tasks and reports to the Lead Legal Secretary or Administrative Assistant.  A Legal Secretary II is responsible for preparing drafts, final-copy legal correspondence, documents, and prescreening memoranda.  This position checks and proofreads legal citations and quotations noted in correspondence and documents.  A Legal Secretary II assists in coordinating the preparation and distribution of departmental conference notebooks and agenda to the Supreme Court Justices and Clerk’s Office.  This position is responsible for organizing and maintaining closed files and memoranda.  A Legal Secretary answers incoming telephone calls and performs other duties as required.    Knowledge of the Washington court systems and procedures, to include the internal operations of the Supreme Court and its departments, legal source materials, forms, and documents are an asset to this position. A Legal Secretary II must be able to work independently, make independent judgments on assigned tasks, work effectively with others, and maintain effective working relationships with co-workers and Court personnel.  Confidentiality is a must in this position.
MINIMUM QUALIFICATIONS:
· Two years college work (AA degree in legal secretary science preferred) AND four years secretarial/clerical experience, two years of which must be in a legal environment.
· Additional experience in legal secretarial work may be substituted for education on a year for year basis.
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DESIRABLE QUALIFICATIONS:

· Experience in Microsoft Windows and Word

SALARY AND BENEFITS:
· $28,524 to $36,048 as of 9/1/05 (Range 38)

· Medical/Dental, Life Insurance, and Long Term Disability Insurance programs

· Paid Vacation and Sick Leave

· State Retirement Plan

APPLICATION PROCEDURE:
Please visit our website at www.courts.wa.gov/employ or call (360) 357-2413.  Submit résumé, qualifications matrix, and completed application to the Human Resources Section, AOC, 1206 Quince Street SE, PO Box 41170, Olympia, WA  98504-1170.

Persons of disability needing assistance in the application process or those needing this job announcement in an alternative format, may call (360) 705-5289 or the Telecommunications Device for the Deaf at 1-800-833-6388.

CLOSING DATE: Application packets must be received by 5:00 p.m. on August 22, 2005.

The Washington State Supreme Court is an Equal Opportunity Employer.  Women, racial and ethnic minorities, persons of disability, disabled veterans, Vietnam era veterans, and persons over 40 years of age are encouraged to apply.

