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SUPREME COURT STAFF ATTORNEY (continued)


MONTANA JUDICIAL BRANCH

SUPREME COURT STAFF ATTORNEY

Nature of Work:
This is advanced professional legal work in performing legal research, writing, and providing technical support for the Chief Justice and other justices of the Supreme Court.  Work also involves the performance of ancillary courtroom duties and law clerk orientation.  Work is performed under the general supervision of the Chief Justice.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed)
· Oversees the use and upkeep of the Supreme Court courtroom, ensuring that oral argument timing devices and audio recording equipment are in working order and that supplies, lighting, and heating/cooling are adequate.

· Trains law clerks in marshal duties; prepares yearly updates and corrections to law clerk orientation manual covering areas such as opinion writing, marshalling, library and database usage, brief checking and citation format.

· Makes initial recommendations to Supreme court on Anders briefs regarding grounds for appeal and issues regarding withdrawal of assigned counsel.

· Drafts routine orders such as those relating to active/inactive attorney status; out of state swearing in of attorneys; answers correspondence for the Chief Justice or other justices as directed.

· Prepares or reviews proposed orders that adopt Supreme Court rule changes.

· Answers procedural questions for the staff of the State Court Administrator’s office.

· Reads briefs of the parties, determines issues, reads case law and statutes cited by parties; conducts supplemental law library research or automated legal research.

· Prepares memoranda for assigned cases; sets forth facts and procedural background; identifies, analyzes and researches issues; states the applicable law; prepares a memorandum with recommendations.

· Prepares draft opinion for an individual justice after reading lower court opinion briefs and listening to oral argument tape.

Knowledge, Abilities and Skills:

Thorough knowledge of general law, state laws, established precedents and sources of legal reference.


Thorough knowledge of trial and appellate court procedures and rules of evidence.

Ability to apply legal principles and specialized knowledge to individual cases and problems.

Ability to prepare written work products and oral presentations.


Ability to conduct automated legal research.


Ability to exercise sound legal judgment.


Ability to analyze, appraise and organize facts, evidence and precedents concerned in assigned cases and to prepare written memoranda with recommendations.


Ability to maintain harmonious working relationships with administrative officials and coworkers.


Skill in the operation of a personal computer.

Working Conditions:
Work is performed in an office or courtroom with extensive public contact.

Physical Demands:
While performing the duties of this job, the employee is frequently required to sit, talk and hear.  Work is essentially sedentary with occasional walking, standing, bending, and carrying items under 25 pounds such as papers and files.
Qualifications:
(Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
Graduation from an accredited law school supplemented by thorough experience in the practice of law.

Licensure and Certification Requirements:
Possession of a current Certificate of Admission to the Bar of the State of Montana; eligibility to practice law before the courts of the State of Montana.  Completion of required continuing legal education courses.
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