ESSENTIAL FUNCTIONS OF PARALEGAL POSITION 
Listed below are the basic essential functions of the job.  As posted, this position requires both secretarial and paralegal functions, therefore we are looking for someone with prior experience.  The position includes but is not limited to the following: 
SECRETARIAL FUNCTIONS: 

· Typing dictation.

· Answering phones/occasional front desk coverage
· Input information to Abacus Case Management System

· Calendaring and scheduling

· Sorting and distributing mail
· Filing
· Ordering all types of records, reports, bills, and other information for the files 

· Miscellaneous daily work as needed.

· Organizing and filing CLE credit information for attorneys.

· Opening new files.

PARALEGAL FUNCTIONS:
· Calendaring, organizing, and prioritizing work load.

· Input and calendaring of all work in files to Case Management system.

· Types and prepares for filing:  Summons and Complaints, amended pleadings, documents for service, Affidavits, Proof of Service, Interrogatories, Request for Production, Expert and Lay Witness lists, Scheduling conference reports, Notice of Certified Medical records, and other pleadings. 
· Calendars for and follows up with the payment of jury fees. 

· Orders and compiles certified medical records, and files notice with court.

· Works with attorneys to prepare jury instructions and verdict forms.

