HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Staff Attorney


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Exempt




Supervisor Class #:

Reports to:  Judge/Court Administrator


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of the Judge)

______________________________________________________________________________

Nature of Work in this Class


This is highly responsible, professional legal work involving the performance of legal research, semi-judicial and administrative duties.  Work involves analyzing legal issues and preparing written memoranda on a multitude of legal issues for review by the Probate Judge.  Duties also include functioning as a magistrate for civil commitments and pre-trial hearings and other routine judicial matters.

Essential functions 

· Performs legal research and prepares written briefs to resolve legal issues brought for the court’s resolution

· Clearly and effectively communicates, in written decisions, findings based upon the Rules of Evidence and rulings based upon legal conclusions as applied to those findings; documents policies and standards for court operations

· Examines, processes and analyzes petitions to adopt, change one’s name or correct one’s birth certificate; issues rulings in these cases

· Determines whether individuals meet the legal standards to be adjudicated incompetent, mentally ill and subject to hospitalization

· Improves the efficiency of the court’s caseload operations by overseeing discovery and other pretrial matters

· Performs other magisterial duties as assigned by the Probate Judge
Marginal Functions

· Schedules hearings as necessary

· Conducts speaking and teaching engagements on behalf of the Probate Court

Positions supervised

· None   

Knowledge, Skills and Abilities
· Knowledge of both substantive and procedural law, including the Rules of Evidence, the Rules of Civil Procedure, and Rules of Superintendence, as well as common and statutory law

HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Staff Attorney


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Exempt




Supervisor Class #:

Reports to:  Judge/Court Administrator


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of the Judge)

______________________________________________________________________________

· Ability to practically apply the law in the area of assignment

· Ability to research complicated legal issues; ability to effectively use the resources of the Cincinnati Law Library

· Ability to maintain a judicial temperament and fairly and evenly render judicial decisions when functioning as a magistrate

· Ability to apply legal principles, specialized knowledge, and logical thinking to individual cases and problems

· Ability to decisively decide an issue and render judgment in an efficient manner

· Ability to read, analyze, and interpret complex legal documents

· Ability to present material clearly in written and oral form

· Hearing ability sufficient to converse with other individuals both in person and by telephone; ability to hear recording on transcription device 

· Speaking ability sufficient to communicate effectively with other individuals in person or by telephone

· Freedom from mental disorders which would interfere with performance of duties as described

Working Conditions

· Quiet office environment and hearing room setting

Physical Demands


Work involves a significant amount of standing, walking, sitting, talking, and listening.  Light typing is required.

Communications


Conveys and receives information from the Judge, Court staff, attorneys, litigants, and the general public, both in person and by telephone.

Qualifications


Graduation from an accredited law school and considerable experience in legal research or the practice of law.
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Licensure and Certification Requirements


Must be licensed to practice law in the State of Ohio.
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