SD ALA 2010 Job Descriptions for Compensation & Benefits Survey
ADMINISTRATIVE MANAGEMENT PERSONNEL (EXEMPT)
Principal Administrator (Law Firm)

Principal Administrator/COO


Reports to managing partner/management/executive/policy committee


Assists in developing organizational and business goals including participation in meetings of the firm’s governing body


Participates in developing strategic plans and administrative policies


Generally directs a supervisory staff responsible for carrying out the firm’s day-to-day operations


If a lawyer, not primarily involved in the practice of law

Corporate/Government Administrator

Responsible for business management of the corporate legal department/government legal department


Participates in finance, personnel and general administration


Responsible for day-to-day operations of the department


Generally reports to the general counsel or attorney manager of the department


If a lawyer, not primarily involved in the practice of law

Administrative/Office Manager (Law Firm)

Responsible for the day-to-day administrative operations of all or most support functions as contrasted with the broader role of the

Principal Administrator


Reports to a supervising lawyer, Principal Administrator, or committee of lawyers responsible for the daily operations


May supervise staff responsible for carrying out the organization’s day-to-day operations

Branch Office Manager

Administrator of the second and/or succeeding locations of a multi-office organization


Responsible for the business management assigned to that office


Reports to the partner in charge of the office and/or the Principal Administrator

Human Resources Director/Manager

Senior-level position with overall responsibility for all personnel matters regarding support staff


May include hiring, assignments, supervision, orientation, training, evaluation, personnel records and salary and benefits administration

Marketing Director/Manager

Responsible for the marketing program and related activities such as budgeting, idea generation, supervision of the marketing staff, etc.
Librarian – Exempt (e.g., Director/Manager of Library Services)

Responsible for managing all aspects of the law library, including acquisitions, budget, legal research and inter-library loans


May Supervise non-exempt subordinates
Finance Director/Controller

Responsible for financial projections, reports and treasurer functions of the firm


Oversees all aspects of the firm’s financial, time, billing and collection systems

Accounting Manager/Supervisor

Responsible for supervising or performing accounting activities which may include accounts receivable, accounts payable, payroll, petty cash, etc.


In a larger organization, may report to the Finance Director/Controller

GENERAL OFFICE PERSONNEL(NON-EXEMPT)
Administrative Assistant

Provides clerical/administrative support

Accounting Department Clerks 

Accounting Clerk (performs a combination of the other categories)

Accounts Payable Clerk


Accounts Receivable Clerk


Billing Clerk


Payroll Clerk


Collections

   Librarian – Non-exempt (hourly) employee

Directly handles library matters as needed by firm directly
Office Services Clerks 

Office Services Clerk (performs a combination of the other categories)


Mail Clerk


File/Records Clerk

Receptionist


Answers phones and greets clients and visitors

Provides clerical/administrative support

LEGAL SUPPORT PERSONNEL (NON-EXEMPT)
Legal Assistant/Paralegal

Jr. Level: 

1. Support attorneys in the delivery of legal services

2. Assist in the organization of materials in preparation for filings, depositions, trials, meetings, closings, etc.

3. Perform document review and analysis including implementation of data into case specific software

Mid Level: All of those duties described above, plus
4. Manage case calendars, timelines and progress under the guidance of the attorneys

5. Conduct case research and reporting to attorneys via memo and drafting of documents

6. Assist in team projects and projects unique to practice area

7. Higher level of  knowledge and experience with software applications and skills towards a higher quality work product


Sr. Level: All of those duties described above, plus

8. Act as training resource for junior level paralegals, providing guidance, assistance and instruction 

9. Able to produce at a higher pace than other paralegals in the firm.
Other Billable Professionals  (EXEMPT)
Those timekeepers that are exempt, are not attorneys and provide services on behalf of the firm’s clients.  Examples are

· Patent Agents

· Legal Analyst

· Staff CPA
· Other
Legal Secretary/Assistant (NON-EXEMPT)

Jr. Level: 

1. Support clerical needs of attorneys by transcribing documents in appropriate format and perform needed administrative tasks, such as printing, proofing, editing, merging, copying and mailing documents

2. Ensure efficient workflow by processing all mail, telecommunication and electronic information flow; organize, maintain and assume responsibility for documents, files, and records 

3. Act to process accurate, timely information by answering phones, taking comprehensive messages, pursuing appropriate parties for necessary information and responding to issues

4. Assist timekeepers and/or financial departments by processing expense reports, monthly bills, check requests, and where appropriate, by entering billable time and processing bill sets with a high level of accuracy and promptness

5. Facilitate scheduling by coordinating travel arrangements, planning meetings, appointments, conferences and luncheons, and receiving visitors.

6.  Attend meetings and conferences, taking notes and transcribing minutes or meeting memos as required  

· Mid Level: All those duties described above, plus

7. Assist attorneys in more calendar management, demonstrate ability to anticipate needs before they arise, compile basic information for their attorneys in the preparation of documents.

8. Assist in administrative duties with regard to firm and/or committee projects and/or projects unique to an administrative area of the firm

9. Improve efficiencies by utilizing software applications, expanding on knowledge and learning new applications and skills towards a higher quality work product

· Sr. Level: All those duties described above, plus

10. Act as training resource for junior level secretaries, providing guidance, assistance and instruction 

11. Able to produce at a higher pace than other secretaries in the firm.
INFORMATION TECHNOLOGY (MIS/COMPUTER) PERSONNEL
Director/Manager of Information Technology (exempt)

Senior-level position with overall responsibility for planning, managing and directing the technology and communications systems of

the organization


Directs planning and budgeting, reviews new products/systems, implements applications development/support, training, etc. and supervises all staff directly engaged in these activities

IT/IS Personnel – Other (non-exempt)

May include any of the following: 

· Systems Manager/LAN Administrator
· Engineer
· LAN Support
· PC Maintenance Technician
· Systems Analyst
· Trainer
