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MONTANA JUDICIAL BRANCH

JUDICIAL ADMINISTRATIVE ASSISTANT II

Nature of Work:
This is legal and administrative office support and judicial process coordination work for two Supreme Court justices.
Work includes assisting justices prepare weekly orders, assisting justices and law clerks prepare opinions, proofreading and finalizing orders and opinions for publication, assembling weekly agenda, distributing mail and other court documents in a timely manner, transcribing dictation, and providing secretarial assistance.  Work is performed according to verbal or written instructions from a justice, secretarial manual, legal reference and style manuals, and judicial branch and related rules and regulations.  Work is performed with considerable independence after a brief orientation to the workflow of the office and is reviewed for accuracy.

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.)
· Transcribes dictation; types, edits, and proofreads a variety of legal and court documents for grammar, style, punctuation, sentence structure, spelling and format; proofreads documents with another staff person or law clerk; may check the accuracy of routine legal citations.

· Accesses databases to enter or update information and for multiple other purposes including determining the status of a case.

· Types, copies, and distributes memoranda and opinions; gathers, organizes, and distributes papers and files; coordinates the progress of an opinion from the drafting stages to final release to ensure timeliness, accuracy, and adherence to court procedures.

· Organizes and processes incoming paperwork to keep appropriate individuals informed of changes or developments in cases and necessary information disseminated to the appropriate person; assists a justice perform document research from files in the clerk’s office; assists in training law clerks in the process of issuing opinions; coordinates the justices’ involvement in judicial conferences and meetings.

· Establishes and maintains extensive filing system of incoming cases, issued decisions, and reference materials within the chambers; maintains and updates chambers library and reference documents. Answers telephone in a professional, confidential, and courteous manner; screens calls, takes messages, and provides information as authorized; recycles all discarded briefs and documents. 

Knowledge, Abilities and Skills:


Thorough knowledge of legal terminology and format.


Thorough knowledge of business English, spelling, and punctuation.


Thorough knowledge of legal office practices, procedures, equipment, and standard secretarial techniques.


Considerable knowledge of court procedures, preferably procedures used in an appellate court.


Ability to understand and carry out moderately complex oral and written instructions.


Ability to recognize and maintain the need for confidentiality in work assignments.


Ability to organize, prioritize, and coordinate work and meet deadlines.


Ability to operate a personal computer with word processing software.


Ability to communicate effectively, both orally and in writing.


Ability to maintain extensive file systems.


Ability to work well in cooperation with others, execute tasks promptly as assigned, be self-directed and well-organized and work well under 
pressure.


Skill in the operation of a keyboard.


Skill in transcribing from machine dictation.

Working Conditions:
The work is performed primarily in an office environment and involves exposure to normal, everyday risks which require normal safety precautions typical of offices.
Physical Demands:
This position requires activities such as sitting for long periods, standing, bending, stooping, reaching, climbing stairs, lifting, moving and carrying light to medium objects, and operating office equipment.
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:)
The position requires an associate’s degree in business or clerical studies or a similar field and at least three (3) years of progressively responsible legal experience, which demonstrates the ability to perform the duties of the position. Experience in a legal or court setting is required and can substitute for the associate’s degree.  Experience as a high-level assistant is preferred. 

Licensure and Certification Requirements:
None
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