PARALEGAL SPECIALIST
NH-950-II (GS-11)
Paralegal specialists at this level provide legal support for a range of substantive legal functions (i.e., research, litigation, evaluation). The incumbent works under the general direction of the supervisor who delineates areas of responsibility, outlines possible approaches, and is available for assistance regarding problems or controversial issues. Within established parameters and guidelines the employee independently performs the work, resolves problems, and interprets policy.

The employee conducts extensive legal and factual research on assigned cases. Researches and analyzes reported cases that are relevant to issues in specific cases. Analyzes federal statues and regulations; court and administrative decisions; and Department of Defense, Department of Navy, and Marine Corps directives and instructions for potential impact on the mission. Reviews contractual documents, Freedom of Information Action requests, and various other documentation in accordance with applicable laws, rules, and regulations. Develops draft legal memoranda, opinions, recommendations, and correspondence to support Counsel. Performs litigation support functions. 

The position requires in-depth knowledge of the application of various laws; court and/or administrative decisions and interpretations; rules; regulations; policies; and procedures pertaining to the administration of substantive legal programs. The employee must have skill to analyze and evaluate the relevance of technical evidence or questions; perform extensive and thorough legal research; investigate and become familiar with subject matter details involved in a case or legal matter; and determine the specific data needed and the relevance of the data.

Actively participates as a team member, when necessary, to accomplish projects.

Please select the paragraph below if the incumbent serves as a supervisor.

___Performs the full range of administrative and technical supervisory duties. Responsible for understanding and actively supporting the Command’s Affirmative Action/EEO Program, ensuring EEO principles are reflected in all aspects of personnel management. Assigns work and establishes priorities; evaluates performance of subordinates; gives advice, counsel, and/or instruction to subordinates on both work and administrative matters; interviews and recommends selection of candidates for position, promotions, and reassignments; and hears and resolves complaints from subordinates. Exercises full authority as a member of the pay pool management in assessing contribution and preparing statements of duties and experience for Demonstration employees.

Please select the following if the incumbent serves as a team leader on a regular basis leading three or more employees.

____ Serves as a team leader providing guidance and direction to team members.
