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SUPREME COURT COMMISSIONER'S OFFICE
Job Description
LEGAL SECRETARY II
DEFINITION
Performs legal secretarial duties for the Supreme Court Commissioner's Office.

DISTINGUISHING CHARACTERISTICS
This position 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. 

TYPICAL DUTIES
Transcribes and prepares both drafts and final‑copy legal correspondence, documents, and prescreening memoranda.

Checks legal citations and quotations noted in correspondence and documents; proofreads correspondence and legal documents.

Coordinates with the Administrative Coordinator in ordering and maintaining office supplies.

Assists in coordinating the preparation and distribution of departmental conference notebooks and agenda to the Supreme Court Justices, Clerk's Office.

Monitors and sends form‑letter correspondence to law school and clerkship applicants.

Organizes and maintains closed files and memoranda.

Answers incoming telephone calls; makes inquirers as to nature of business.

Performs other duties as required.

KNOWLEDGE AND ABILITIES
Knowledge of:  Washington court systems and procedures, including the internal operations of the Supreme Court and its departments; legal terminology; legal source materials, forms, and documents; commonly used office equipment and word processing equipment; English grammar and spelling.

KNOWLEDGE AND ABILITIES (continued)

Ability to:  work independently and make independent judgments on assigned tasks; work effectively with others, often under time constraints; maintain effective working relationships with coworkers and Court personnel; maintain confidentiality; type rapidly and accurately; understand and follow written and oral instructions.

MINIMUM QUALIFICATIONS
Two years of college work (associate of arts degree in legal secretarial 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.  Microsoft Windows and WORD experience desired.

Range:
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