Paralegal Specialist

 GS-950-9

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

The paralegal specialist’s duties may include assisting in 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. They are responsible for 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 2-3 275 points

The supervisor makes assignments by defining objectives, priorities, and deadlines, and assists the employee with unusual situations that do not have clear precedents. 

The paralegal specialist independently conducts legal research, selects evidence from subpoenaed documents, and prepares drafts of briefs, other litigation papers, or advisory opinions. The employee carries out assignments and resolves problems and deviations in line with previous training and agency policies, precedents, directives, and practices.  

The supervisor reviews work for technical soundness and conformity to requirements by auditing completed case records, briefs, dispositions, or other documents, and through discussion of cases.  The review focuses on the soundness of the end product rather than the adequacy or type of method employed to produce the product.
Factor 3 - Guidelines 






FL 3-3 275 points

Guidelines are generally available but do not appear to be completely applicable. For example, many factual situations or issues may be encountered that do not appear to be the same as earlier situations to which the guidelines could be specifically applied, or the connection between the factual situation and the cause of action or legal question is not clear.  

The employee must search for appropriate guidelines from numerous sources (such as Federal laws, regulations, precedents, as well as State, municipal, county and local laws and ordinances of concern to the program), and use judgment regarding the depth and thoroughness of the search.  Typically there are many related precedents that must be carefully analyzed to determine which most nearly fit the situation, and the employee must use considerable judgment in interpreting and adapting guidelines to specific issues.
Factor 4 - Complexity 






FL 4-3 150 points

The work includes various duties involving different and unrelated processes and methods, such as case or issue analysis; legal research; interviewing claimants or potential witnesses; summarizing and explaining case files, depositions, or interrogatories; and preparing exhibits.  The specialist must analyze the information, identify missing information that requires additional research or investigation, identify the appropriate reference source, and develop plans necessary to complete the assignment.

The paralegal specialist must identify the legal or factual issues in the case or appeal, locate precedents, and develop a legally supportable conclusion.
Factor 5 - Scope and Effect 





FL 5-3 150 points

The purpose of the work is to resolve problems or questions through application of established criteria and methods, such as reviewing matters to determine agency position in similar cases, deciding on and carrying out the necessary procedural steps, and recommending and justifying the need to pursue any further actions such as litigation.

The work product directly affects the unit’s ability to meet production goals and to provide service to the public. Actions and recommendations affect the outcome of cases and the well being of the individuals involved.
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 7-2 50 points

The purpose of contacts is to meet with potential witnesses to prepare them for, and provide information about, court appearances or to explain current agency practices in regard to litigating cases or reopening appeals. It is also to plan and coordinate assignments requiring the cooperation of employees in several agency offices, such as assembling data from different sources to prepare exhibits, respond to interrogatories, subpoenas, depositions, or other activities.  Contacts may also be to persuade other agency personnel with different viewpoints on the merits of releasing or withholding segregable portions of documents requested under provisions of various acts.
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 - 1885

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

