Paralegal Specialist

 GS-950-7

I. INTRODUCTION

The paralegal specialist analyzes the legal impact of legislative developments and administrative and judicial decisions, opinions, determinations, and rulings on agency programs. The employee conducts research for the preparation of legal opinions on matters of interest to the agency; performs substantive legal analysis of requests for information under the provisions of various acts, or other similar legal support functions. The work requires discretion and independent judgment in the application of a specialized knowledge of laws, precedent decisions, regulations, agency policies and practices, and judicial or administrative proceedings.
II. MAJOR DUTIES AND RESPONSIBILITIES

At this level the paralegal specialist’s duties may include assisting in the following assignments: examining case files to determine issues and sufficiency of evidence or documentation; searching for legal precedents, analyzing their applicability, and preparing digests of points of law involved; drafting briefs, other litigation papers, or advisory opinions for review and approval of attorneys, analyzing legal issues involved in requests for agency records, and analyzing subpoenaed documents for possible patterns and trends relevant to litigation. Assignments may involve developing and justifying recommendations for agency action on legal issues; analyzing appellate records to isolate facts pertinent to distinct legal issues; interviewing and evaluating potential witnesses; preparing for hearings and court appearances by briefing attorneys on the issues and by assembling and arranging case files, documents, and exhibits. They may attend court sessions or hearings to be informed on progress, the development of new issues, issues that have been resolved, and areas that need more emphasis; and may testify in court concerning exhibits prepared.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-6 950 points

Knowledge and skill in fact-finding, problem analysis, problem solving, writing, interpreting regulations and policies, and a practical understanding of the legal activities and substantive mission of the organization. Skill in applying basic legal principles and concepts, legal research methods, and data analysis techniques to perform independently recurring assignments that are typically covered by established precedents.

Practical knowledge of basic legal principles and concepts to interpret and apply, or explain to others the application of, a body of law, regulations, precedents, and practices covering one or more recurring types of legal actions encountered in the agency.

Knowledge of the principles, concepts, and methods of legal research and reference sources such as agency manuals, directives, issuances, court reports, appellate records, or commercial legal publications sufficient to locate appropriate data such as applicable precedents, legislative history, and commentaries which bear on particular legal issues.

Knowledge of legal techniques and skills necessary to analyze both issues of fact and issues of law in order to prepare digests of case decisions, evaluate the applicability of precedents, or to draft briefs, other litigation papers, advisory opinions, or findings.

Knowledge of formal or informal rules of evidence and skill necessary to evaluate the adequacy and/or admissibility of evidence, to request additional data or further investigation, when needed, or to develop narrative or graphic exhibits to support specified legal arguments.
Factor 2 - Supervisory Controls 





FL 2-2 125 points

The supervisor provides continuing and individual assignments by indicating what is to be done, quality and quantity expected, priorities, and deadlines.

The paralegal specialist uses initiative in carrying out recurring tasks, such as reviewing cases to determine the need for additional data from field staff and in providing routine advice to appellants. Additional specific instructions and assistance are provided for new or difficult procedures. Problems and deviations not covered by instructions are reported to the supervisor.

The supervisor reviews results of the specialist’s work for technical accuracy and compliance with instructions, and provides assistance for new or more difficult assignments in process and upon completion.
Factor 3 - Guidelines 






FL 3-2 125 points

Procedures for doing the work are well established, and guidelines are available for reference, as needed. Guidelines consist of particular titles of law and related rules and regulations; agency manuals providing policy and procedures; and standard legal references such as law dictionaries, rules of practice of courts, digests, encyclopedias, and commentaries. 

The paralegal specialist uses judgment in locating and selecting guidelines for application to individual assignments (e.g., determining which law or regulation applies, whether a violation occurred, whether action should be taken). When located, guidelines are usually specific to the situation at hand. However, in some instances the paralegal specialist applies judgment in making minor deviations (e.g., deciding to include supplemental clarifying information not specifically requested in a Freedom of Information request). Situations to which existing guidelines cannot be applied, which require significant deviations, or situations for which the guidelines are conflicting or ambiguous are referred to the supervisor.
Factor 4 - Complexity 






FL 4-2 75 points

Assignments consist of duties involving a few related steps or processes designed for developmental purposes to orient the specialist in the mission of the organization and the practical application of legal theory.

The paralegal specialist reads case files to become familiar with ongoing matters and litigation, looks up the meaning of legal terminology, and locates citations to become familiar with the legal reference materials and finding aids. The specialist reviews documents to identify the material which may be pertinent to issues or cases; researches and extracts statistical data and narrative information relating to specified matters from records; summarizes findings orally, in writing, and through the construction of charts and other graphics; or completes other similar tasks. 

Actions taken differ according to the nature or source of the information involved and choices are limited to such matters as the sequence of fact-finding steps and the manner or form in which to present findings. The assignments become increasingly more complex as the specialist’s skill increases.
Factor 5 - Scope and Effect 





FL 5-2 75 points

The purpose of the work is to carry out specific procedures comprising a complete segment of a project of broader scope. This work may involve initially reviewing formal complaints, identifying issues involved, and obtaining the information and documentation needed to prepare the case for analysis and development by other paralegal specialists or professional staff. Assignments may include analyzing documents for supportive evidence, organizing findings, and writing synopses for use by an attorney.  

The work product is used by higher graded staff members and can affect the accuracy of the overall analysis and development of the case.
Factor 6 - Personal Contacts 





FL 6-2 25 points

The personal contacts are with employees in other parts of the agency such as agency program specialists and with people outside the agency in a moderately structured setting, as, for example, with legal counsel for appellants.
Factor 7 - Purpose of Contacts 





FL 7-1 20 points

The purpose is to obtain, clarify, or give facts or information relating to such matters as work assignments, types of cases that have been filed, and appearance dates. For example, employee ascertains missing or additional documentation needed from such sources as the general counsel’s office, regional and district offices, or other agency components, and requests this material.
Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 1405

This position is non-exempt from coverage under the Fair Labor Standards Act.

