Director or Legal Administration                                                                                     08452
Grade:  10  

FLSA: Exempt
Date:
02/24

Job Summary:  The Director of Legal Administration plays a crucial leadership role within the State’s Attorney’s Office by overseeing and managing all aspects of the office’s legal support functions in both the Circuit and District Court Divisions. This position requires a highly experienced and knowledgeable individual to serve as the chief administrator for the office’s case management system, PROSECUTORbyKarpel, and create, develop, and implement office policies and procedures for the legal administration team by working in concert with the various Directors/Chiefs within the State’s Attorney’s Office. The individual will additionally supervise multiple unit supervisors and support staff within the Legal Administration Division and also provide direct executive-level administrative and legal support to the elected State’s Attorney.

Essential Functions:
1. Oversees and reviews the legal administrative work process within the Office

2. Provides initial and ongoing training and support to the legal support staff team

3. Corresponds with prosecutors to ensure that the needs for effective case management and legal support are being efficiently and effectively met

4. Collaborates with the Executive Team and develops legal support staff best practices to identify areas to further administrative development and streamline workflow processes 

5. Continuously maintains, updates, and improves training materials

6. Creates, develops, and implements workflows in response to identifying process improvements to ensure operational efficiency

7. Assists supervisors of paralegals and legal assistants with monitoring legal support staff performance, workload, and productivity for the District and Circuit Court Divisions 

8. Works with the Chief of Staff to ensure reviews are completed and results are considered in identifying training needs to improve work performance and productivity

9. Assists in interviewing legal support staff and recommends new hires

10. Serves as the head administrator and internal user specialist of PROSECUTORbyKarpel (PbK), a web-and-cloud-based prosecutorial case management system 

11. Serves as the office’s primary point-of-contact for Karpel Solutions (the vendor of PbK) 

12. Directly corresponds with Karpel Solutions to report system errors and provide system enhancement suggestions

13. Facilitates implementation of PbK software version upgrades and identifies and troubleshoots new features of upgrades; disseminates instructions and upgrade notes to office staff

14. Continuously maintains, updates, and improves PbK by providing high-level data entry and administrative case maintenance

15. Monitors the daily operations of PbK

16. Maintains application programming interfaces (APIs) between PbK and other database management and relevant software applications, such as Axon Evidence

17. Drafts and creates legal document templates (boilerplate motions, memorandum, notices, correspondence) for office-wide use

18. Maintains up-to-date knowledge on recent Maryland Criminal Law, Criminal Procedure, and Maryland Rules to maintain accuracy and currentness of legal document templates

19. Utilizes mastery-level skills in Microsoft Office to convert legal document templates into mail merge field codes to automize creating case-specific documents within PbK

20. Serves as the primary point-of-contact for St. Mary’s County IT Department for PbK computer network-level implementation and maintenance

21. Provides executive-level administrative and legal administrative support to the elected State’s Attorney

22. Oversees office internal and external communications, to include office newsletters, office policy and procedure updates, social media, and news releases

23. Directly supervises staff responsible for drafting and publishing external communications for social media and news releases

24. Directly supervises staff responsible for drafting and internal office communications

25. Provides guidance and oversight of Maryland Public Information Act responses

26. Maintains METERS/NCIC CN5 Certification

27. Performs other duties, such as paralegal duties, as assigned


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures

2. Ability to act as a representative of St. Mary’s County Government to the public

3. Expert knowledge of department practices and procedures

4. Expert knowledge of the PbK case management system, reporting software and computer systems of the Courts and other justice partner departments, and strong skills to troubleshoot user system issues

5. Possess knowledge and understanding of Maryland Criminal Law and related statutes, Criminal Procedure and Maryland Rules

6. Knowledge of legal principles and procedures

7. Mastery of Microsoft Office and mail merge fields

8. Advanced problem-solving skills and the ability to devise creative solutions

9. Ability to work efficiently and effectively in high-pressure situations

10. Detail-oriented with exceptional organizational skills

11. Possess exceptional verbal, written, and interpersonal communication skills

12. Ability to effectively supervise, direct, and evaluate the work of others

13. Ability to make quick and well-reasoned decisions under pressure

14. Ability to conduct legal research and organize work

15. Ability to synthesize large amounts of information

16. Familiarity with Westlaw a plus


Education and Experience: 
1. Bachelor’s degree in paralegal studies or related field

2. Certificate of completion of a paralegal program approved by the American Bar Association

3. Minimum five (5) years’ criminal law-related experience

4. Some related supervisory experience

Physical and Environmental Conditions: 
Work requires no unusual demand for physical effort.

Work environment involves high risks with exposure to potentially dangerous situations, which require a range of safety and other precautions, e.g., aggressive human behavior, or similar situations where conditions cannot be controlled.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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