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ASSIGNED COUNSEL COORDINATOR

DISTINGUISHING FEATURES OF THE CLASS: An employee in this class is responsible for coordinating the Legal
Defense of Indigents Program. The incumbent performs the non-legal matters associated with the program including
eligibility determinations, assignment of counsel, and tracking of cases, financial management and overall records
maintenance. The work is performed under guidelines provided by law and the various aspects of defense and record keeping
will be dictated by the type of administration which is adopted by the County.

TYPICAL WORK ACTIVITIES:

Reviews applications for representation by assigned counsel to determine eligibility, nature and circumstances oflegal
problems;

Interviews applicants and verifies income by contacting employers and various public agencies;
Assigns attorney :fi:omlist of qualified attorneys based on nature of legal problems and area of expertise of attorneys;
Coordinates correspondence between courts, applicants, participating attorneys and other agencies;
Arranges for payment for participating attorneys including auditing claims for accuracy and completeness;
Maintains record of payments to participating attorneys;
Maintains all necessary records of assignment including name of client, assigned attorney, and court of disposition;
Prepares and distributes questionnaires to maintain up-to-date list of attorneys accepting assigned counsel referrals and legal

areas;
Prepares budget requests for submission to Board of Legislators.

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Thorough knowledge of the legal aid program; good knowledge of the procedures and practices ofthe court; good knowledge
of legal instruments and documents; ability to read and comprehend moderately complex legal materials; ability to maintain
accurate financial records; ability to prepare narrative and statistical reports; ability to communicate both orally and in writing;
ability to operate a computer terminal to maintain records and prepare reports; ability to develop effective working
relationships with applicants and attorneys; integrity; good judgment.

MINIMUM QUALIFICATIONS:

A) Graduation :fi:oma regionally accredited or New York State registered college or university with an associate's degree
or higher in paralegal, legal, criminal justice or business studies; or

B) Possession of a Certificate in Paralegal Studies :fi:oma program accredited by the New York State Education
Department and one (1) year of experience in performing support services which included the preparation oflegal
documents and instruments; or

C) Graduation :fi:omhigh school or possession of a high school equivalency diploma and four years of experience in
performing support services which included the preparation oflegal documents and instruments; or

D) An equivalent combination of training and experience as defined by the limits of (A) and (B) above.

SPECIAL REQUIREMENT: Proficiency with window based computers, and software including spreadsheets, database
and word processing;


