LEGAL TECHNICIAN (OA)
NK-986-II (GS-7)
Works under the general direction of the supervisor on the technical and practical aspects of preparing a variety of legal documents and correspondence and managing assigned administrative and clerical projects. The supervisor defines objectives, priorities, and deadlines. The employee independently carries out the assignments, conveys potential problems, and makes recommendations to resolve problems. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for conformance to established policy.

The incumbent assists Office of Counsel attorneys in performing independent legal and factual research on various legal issues. These assignments are accomplished by retrieving information from law library sources. Tasks are often time sensitive, which requires the ability to prioritize work projects and respond to an attorney’s research requests quickly and efficiently. The employee prepares highly technical, legal material for signature. This includes pleadings, briefs, motions, legal opinions, and other law documents. 

The incumbent assists in processing requests for command records pursuant to the Freedom of Information Act (FOIA). Assists with evaluating and determining the validity of FOIA requests. The employee prepares draft legal analyses and draft responses to FOIA requests. Assists with the annual collection and processing of the SF-450 Financial Disclosure Reports from all designated command personnel. Maintains and updates the Office of Counsel litigation docket and assists in the preparation of required litigation reports. 

This level of work requires knowledge and understanding of legal terminology and the ability to properly incorporate case citations; statutory and regulatory references; footnotes; and legal abbreviations in accordance with uniform rules of citation and style. The work requires knowledge and skill to recognize problems, collect information, establish facts, and take or recommend appropriate action. The incumbent must have sound knowledge of the general file format and system and a thorough understanding of the various litigation forums and subject matter involved in each pending case.

The employee interacts with customers to communicate information and to understand customer needs. Actively participates as a team member, when necessary, to accomplish projects.
