Jurisdiction:  Cortland County

Jurisdictional Class: Non-competitive

Adopted:  March 23, 2006

ASSIGNED COUNSEL ADMINISTRATOR

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for processing and screening applications for Public Defender representation and administering the Assigned Counsel Plan. This work entails the application of limited legal, accounting, and auditing procedures. Work is performed under the general supervision of the Public Defender with wide leeway allowed for the exercise of independent judgment.  Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Reviews client applications to determine eligibility for legal services;

Ensures applications are complete, assisting clients when necessary;

Screens applications for conflicts of interest;

Assigns counsel pursuant to the Assigned Counsel Plan in conflict of interest cases;

Opens client files by preparing hard copy files and enters into database;

Prepares and forwards notices and letters to appropriate parties;

Receives and reviews/audits assigned counsel vouchers submitted for payment in accordance with laws and type of service provided;

Collects applications from County Jail;

Prepares correspondence on matters where policies and procedures have been defined;

Processes, indexes, and sorts records and maintains correspondence files necessary to the operation of the office;

Answers telephone, receives callers and refers them to the proper persons, and answers requests for various information.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Good knowledge of modern office terminology, procedures, equipment and business English;

Good knowledge of general legal principles, practices and procedures;

Good knowledge of basic accounting and auditing principles and practices;

Working knowledge of the functions and procedures of the courts;

Ability to communicate effectively both orally and in writing;

Ability to operate a personal computer and utilize common software programs;

Ability to establish and maintain effective working relationships with others;

Tact and courtesy;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor’s degree or higher and possession of a Paralegal certificate from a regionally accredited or New York State registered institution approved by the American Bar Association and one (1) year full-time paid  (or the equivalent part-time and/or volunteer) accounting and expenditure auditing experience; OR

(b) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree or higher in Paralegal Studies, two (2) years of experience as a Paralegal or legal secretary, and one (1) year of accounting and expenditure auditing experience; OR

(c) Graduation from high school or possession of a high school equivalency diploma, four (4) years of experience as a legal secretary, and one (1) year of accounting and expenditure auditing experience; OR

(d) An equivalent combination of training and experience as defined by the limits of (a), (b) and (c).

