LOCATION:

SCHEDULE:
FIE:

DUTIES:

REQUIREMENTS :

DATE: JUNE 01, 2015
INS150053
PAGE: 1

PARALEGAL

CLASSIFIED POSITION VACANCIES 001

DEPARTMENT OF REVENUE
INSURANCE COMMISSION
LEGAL

KANAWHA

DAY SHIFT UNLIMITED ORIGINAL FULL-TIME PERM,

1.00

SPECIAL QUALIFICATIONS: INSURANCE LAW AND WORKERS'
COMPENSATION BACKGROUND DESIRABLE.

JOB DUTIES: THE SUCCESSFUL CANDIDATE WILL ASSIST
ATTORNEYS OR ADMINISTRATIVE SUPERIORS IN A LEGAL
SETTING BY CONDUCTING RESEARCH OF LEGAL SOURCES
SUCH AS STATUTES, REGULATIONS, LEGAL OPINIONS AND
RELATED DOCUMENTS NECESSARY FOR PREPARATION OF
BRIEFS, PLEADINGS AND APPEALS. DIRECTS CLERICAL
PERSONNEL IN THE TYPING AND PREPARATION OF BRIEFS
AND LEGAL DOCUMENTS. MAINTAINS RECORDS OF ALL
CASES BEFORE COUNSEL INCLUDING BRIEFS SUBMITTED,
RULINGS AND OPINIONS AND ALL CASES APPEALED TO THE
WV SUPREME COURT OF APPEALS. MAY ATTEND HEARINGS
BEFORE ADMINISTRATIVE AGENCIES, CIRCUIT COURTS AND
THE SUPREME COURT OF APPEALS. COMPOSES ROUTINE
CORRESPONDENCE. MAY MAINTAIN OFFICE STATISTICAL
RECORDS. MAY PREPARE LEGAL DOCUMENTS FOR CIVIL
ACTIONS AND ADMINISTRATIVE ACTIONS. WILL WORK WITH
ATTORNEYS AND INVESTIGTORS ON CASES, INCLUDING BUT
NOT LIMITED TO, WORKERS' COMPENSATION CASES AND
COLLECTIONS. WILL ASSIST ATTORNEYS IN PREPARING
CASES. KNOWLEDGE OF WORKERS' COMPENSATION LAW AND
INSURANCE LAW IS DESIRABLE. OTHER DUTIES AS
REQUIRED.

TRAINING: SUCCESSFUL COMPLETION OF A PARALEGAL
(LEGAL ASSISTANT) TRAINING PROGRAM.

SUBSTITUTION: TWO YEARS QOF FULL-TIME OR
EQUIVALENT PART-TIME PAID EXPERIENCE IN A LEGAL
SETTING WHICH REQUIRED PERFORMING LEGAL RESEARCH,
READING AND INTERPRETING LAWS AND OTHER LEGAL
AUTHORITIES, AND PREPARING LEGAL DOCUMENTS, UNDER
THE SUPERVISION OF AN ATTORNEY, MAY SUBSTITUTE FOR
THE REQUIRED TRAINING -OR- A COMBINATION OF
TRAINING AND EXPERIENCE AS DESCRIBED ABOVE MAY
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SUBSTITUTE THROUGH AN ESTABLISHED FORMULA FOR THE
REQUIRED TRAINING.

PAY GRADE 010 $23,724.00 - $43,896.00
JUNE 12, 2015

SEND DIVISION OF PERSONNEL APPLICATION TO:
KATHRYN MULLINS

INSURANCE COMMISSION

1124 SMITH STREET

CHARLESTON, WV 25301

PLEASE INCLUDE POSTING NUMBER INS150053 ON APPLICATION



