
STPSO 
Job Description 

 
 
Job Title:  Paralegal/Legal Assistant 
FLSA Status:  Exempt 
Prepared Date: March 23, 2017 
Salary Range:  $33,793 - $45,531 
 
 
SUMMARY - Handle public records requests, court orders, and subpoenas; working with deputies 
to ensure subpoena compliance; monitoring claims, trial and other case deadlines; compiling and 
reviewing legal records; analyzing and preparing public records request summaries, and deposition 
summaries; helping legal counsel answer discovery, and coordinating document production.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES -.  Other duties may be assigned. Primary 
duties include the following:  
 

 Acting as the “custodian” for all public records requests, subpoena’s, and court orders that 
come through the Agency;  

 Maintaining compliance with the Louisiana Public Records Act;  
 Working with criminal records and other agency departments to ensure public records law 

compliance; 
 Maintaining compliance with Federal and State issued Subpoenas;  
 Working with the Clerk of Court and Judges’ Chambers to comply with Court orders in 

litigation involving the Agency, and third parties;  
 Working with Agency employees to assist them in preparation for depositions, and 

document production requests;  
 Analysis of various public records laws;  
 Working knowledge of HIPAA;  
 Performing legal research;  
 Working with legal counsel to aid and assist in claims litigations and settlement;  
 Assisting in-house and outside legal counsel in preparation of discovery and document 

production; 
 Assisting purchasing to ensure compliance with laws pertaining to government contracts 

and public bid laws;  
 Working with Courts and In-House Counsel to obtain orders to properly handle evidence; 
 Working with other governmental agencies to assist in document production, criminal 

cases, and civil litigation; and  
 A working knowledge of various departments and how they operate as whole within the 

Agency.  
 
Candidate must be detail oriented, able to prioritize various deadlines and handle a large case-load. 
 
SUPERVISORY RESPONSIBILITIES - This job does not have supervisory responsibilities assigned. 
 



QUALIFICATIONS -  To perform the job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
EDUCATION AND EXPERIENCE - Bachelor’s degree in related field preferred. Three years’ 
experience as a Legal Assistant or one-year experience as a Paralegal required. Experience with 
maintaining public records is preferred. 
 
LANGUAGE SKILLS - Proven written and verbal communication abilities; Demonstrated ability to read, 
understand and interpret contract and insurance documents and forms.  Ability to effectively present 
information and make appropriate recommendations.  Ability to write reports and business correspondence.  
Demonstrate strong interpersonal skills with the ability to work with individuals at all levels, both internal 
and external.   
 
MATHEMATICAL SKILLS - Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.   
 
REASONING ABILITY - Ability to solve practical problems. 
 
CERTIFICATES, LICENSES, REGISTRATIONS - Valid Louisiana Motor Vehicle Operator's 
License; proof of residency of St. Tammany Parish (voter’s registration card); birth certificate (minimum 
age of 18 years); Social Security Card. Paralegal certification is preferred. In lieu of paralegal 
experience, all attorney submissions will be considered.    
 
COMPUTER SKILLS - To perform this job successfully, an individual should have proficiency with 
computer applications, including Microsoft Office Suite and Internet. 
 
PHYSICAL DEMANDS - The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit and talk or hear. Specific 
vision abilities required by this job include close vision. 
 
WORK ENVIRONMENT - The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 


