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25.

a.  INTRODUCTION
This position is located in the Office of the Staff Judge Advocate (SJA), of the Joint Force Headquarters (State).  This office provides legal assistance/advice to The Adjutant General and to Army and Air National Guard personnel.  The primary purpose of this position is to serve as an assistant, under the supervision of the Staff Judge Advocate, in the administration and coordination of legal activities for the state.  Provides technical and procedural guidance and support to unit commanders and legal personnel as required in the accomplishment of a variety of administrative and clerical duties necessary for effective and efficient operation of the program.

This position description is for a National Guard Non-Dual Status (NDS) technician only.  This position meets the criteria of the NDS Management Plan as follows:  The position resides within the infrastructure and support functions of the state National Guard; the incumbent is not subject to mobilization, nor is the work described part of the military mission; and the incumbent does not perform a key advisory or essential administrative role that is inherently military.  In addition, the position must meet one of the following: It does not have a comparable military function; the position is required in a full-time (civilian) role when the organization, or similar military position, is mobilized to perform continuing post-mobilization functions; or the position requires a skill or competency that necessitates technical expertise or professional qualifications that cannot be readily found in the military structure of the state military force.

b.  DUTIES AND RESPONSIBILITIES

(1) Provides technical and procedural guidance and legal assistance to National Guard members based on an extensive knowledge of rules and procedures.  Provides support to administer courts-martial, non-judicial punishment, administrative boards and other assorted actions.  Performs research to identify factual and legal issues in order to provide relevant evidence to prepare summaries of precedent cases, interviews, testimony, depositions, and related case material for use by the attorney.  Must chose from references that may include, but are not limited to: Department of Defense (DoD), Departments of the Army and Air Force, and National Guard Bureau regulations, Uniformed Code of Military Justice (UCMJ), State Code, local policies and directives, as well as on line Internet references.  Prepares draft legal documents as a result of the research performed, subject to the approval of the assigned attorney.  Prepares and organizes trial exhibits and validates citations and legal references on prepared legal documents.

(2) Assists with the preparation of wills, powers of attorney, claims, and various other legal documents on a case-by-case basis, in support of the Staff Judge Advocates’ legal assistance function.  This includes: schedules pre-counseling sessions; interviews client for preparation of appropriate forms and documents necessary to complete wills, powers of attorney, and other legal documents; prepares routine and non-technical legal documents independently, or as drafted by attorneys; and arranges for notary and witnesses for execution of the documents and proper filing and recording of these documents.

(3) Prepares and/or reviews documents relative to the administration of justice under the State Military Code and the Uniform Code of Military Justice.  Performs directed research and preparation of notes and memoranda regarding allegations and possible charges, maintenance of logs and case files, and filing of motions.  Prepares and files charge sheets, disposition sheets and other records as directed.  Records and transcribes testimony from tapes of courts-martial, depositions, and other hearings as required.  Maintains transcript files and exhibits.

(4) Reviews regulations, drafts, and civil statutes.  Implements instructions and directives.  Distributes publications received pertinent to the Staff Judge Advocate.  Drafts administrative and reporting procedures for inclusion in state operating procedures and directives.  Maintains the office and technical subject matter files.  May attend meetings, as designated by the supervisor, to provide data, information, or advice on procedural requirements.  Provides assistance to units serviced on preparation and submission of a variety of documents, to assure compliance with directives, or to advise on program procedures.

(5) Performs a variety of administrative/clerical support functions to insure the effective operation of the office and legal assistance program.  These may include, but are not limited to:  receives visitors and telephone calls and exercises judgment in screening those that may be personally serviced or those that require referral; maintains a variety of files, records, forms, and retires same; prepares special and recurring reports; receives and distributes incoming mail and composes replies to routine military and nonmilitary correspondence; reviews incoming documents for completeness and correctness and returns to originator those that require corrections; maintains time and attendance records; maintains suspense records of items requiring action or replies and notifies staff members when action is required; makes travel arrangements for staff members and forwards travel vouchers for reimbursement; requisitions office supplies and office equipment repairs; and keeps appointment calendar for Staff Judge Advocate and staff members.

(6) Performs other duties as assigned.

c.  FACTOR DISCUSSIONS
Factor 1 – Knowledge Required by the Position


--Knowledge of military regulations and policies to include Uniformed Code of Military Justice (UCMJ), Army, Air Force, DoD, and National Guard; as well as State Military Codes and civilian law in order to provide assistance to staff members in research of materials or to assist military members in the completion of required forms.  Knowledge of resource materials and web site locations in order to perform limited research on historical case files where information requires little development and is readily available. 

--Knowledge of legal documents to determine nature of action requested, if properly completed, what information is needed or missing, and proper routing of documents.

--Knowledge of computers and office automation sufficient to perform, word processing to fill out template forms, form letters, or compose original correspondence; utilize database programs to enter information or extract data for reports; or to access the Internet when assisting others in research.

--Requires the skills of a qualified typist.

Factor 2 – Supervisory Controls

Works under the general supervision of the Staff Judge Advocate who makes assignments by outlining or discussing the issues and defining the objectives, priorities, and deadlines.  The supervisor provides advice or additional specific instructions on new or unusual situations that do not have clear precedents.  Work is performed independently in accordance with applicable guidelines and established policies and procedures.  Problems or deviations are resolved in accordance with instruction, policies, and guidelines and any adjustments made are based on accepted legal practices.  Controversial issues are referred to the supervisor for direction.  Completed work is reviewed for technical soundness, appropriateness, and conformity to policies and requirements but the methods and procedures used seldom require detailed review.

Factor 3 – Guidelines

A number of guidelines are available but may not address all situations encountered.  Employee occasionally relies on experienced judgment rather than the guides to fill in gaps, makes working assumptions about what transpired, and identifies sources of information.  Judgment is used to select the most appropriate guide, how to use it to complete the assignment, and in adapting it to meet the specific requirements of the assignment.  Analyzes the results and recommends changes as a result of the process.

Factor 4 – Complexity 

Work of the position consists of a variety of duties that have different processes, methods, or sequences.  The employee analyzes the facts presented, identifies the issues, defines the problems they present, and determines the course of action to be taken.  Performs research through a variety of hardcopy reference material as well as Internet sites, and compiles the information for consideration and review by the requestor.  Situations may not be clearly defined and conflicts or inconsistencies may require research to establish the accuracy of statements.  Actions taken upon examining documents may be complicated by situations where the facts are not clearly established. 

Factor 5 – Scope and Effect


Work involves dealing with a variety of routine problems, questions, or situations within the work environment.  Provides advice and assistance to those requesting benefits or services with a variety of problems, questions or situations in conformance with established criteria.  The work involves reviewing incoming documents for missing, incomplete, or incorrect, information and looking for misrepresentations, fraud, or other illegal activity.  The work affects the accurate and timely attainment of licenses, permits, or other legal documents, rights, or privileges; the accurate and timely resolution of claims; and the economic well being of individuals requesting benefits, claims, and/or services.

Factor 6 – Personal Contacts and 

Factor 7 – Purpose of Contacts


Contacts include employees at various levels in the National Guard (both Army and Air), retired personnel, and members of the general public, which may include court personnel or other individuals associated with the court system, private attorneys, businesspersons, etc.

Purpose of the contact is to plan or arrange work efforts, coordinate or schedule activities, and resolve problems relating to documents or procedures.  May require explanation of application of the law, processes that are involved in particular points of law, and alternative options that may be available. 

Factor 8 – Physical Demands


Work is performed in an office setting and is primarily sedentary, but may require periods of walking, standing, bending, driving an automobile, etc.  Frequently carries case files or similar items but the work does not require any special effort or ability.

Factor 9 – Work Environment


Work is performed in an office setting that is adequately lighted, heated, and ventilated and involves normal everyday risks or discomforts that require normal safety precautions.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Legal Assistant (OA), GS-0986-07

B.  References:

1.  US OPM Job Family PCS for Assistance Work in the Legal and Kindred Group, GS-0900; Legal Assistance GS-0986, dated Aug. 2001.

2.  US OPM PCS for Secretary Series GS-0318, dated Jan. 1979.

3.  US OPM Introduction to Position Classification Standards, dated Aug. 1991.

4.  US OPM Position Classification Flysheet for Office Automation Clerical and Assistance Series, GS-0326, dated Nov. 1990.

5.  US OPM PCS for Office Automation Grade Evaluation Guide dated Nov. 1990.

C.  Background:  With the release of the new Job Family Group GS-0900, of which the series GS-0986 is included, the new standard needed to be applied to all of the states with exception PD’s.  A project was implemented that created PDs for national use to replace the exception PDs, and applied the standard as well.

D.  Pay Plan, Series, Title and Grade Determination:
1.  Pay Plan:  The duties in this position are primarily of a clerical nature and as such, are subject to the General Schedule (GS) pay plan.

2.  Series:  The primary purpose of this position is to provide legal clerical assistance to the Staff Judge Advocate (SJA) and to function as the primary administrative assistant within the office.  The position may perform some duties that are clerical in nature and would closely match the GS-0318 Secretary Series, but these duties would not be the paramount requirement for position, nor performed for a significant amount of time.  The factor level selections for levels 1 through 5 would all be at the next lower level with the remaining factors (6 through 9) the same as those that are credited from the Legal Assistance standard.  The result would be that these duties would be in the range of a GS-5.  The position also requires a person with knowledge of office automation hardware and software and the skills of a qualified typist.  The Legal Assistance standard discusses the need for computer/office automation knowledge in order to type documents or enter or retrieve information from a database program and the description of the knowledge is comparable to how they are described in the Office Automation Grade Evaluation Guide.  The Grade Evaluation guide is used because of the requirement for a qualified typist.  The office automation work would be at the same level as those rated for the Legal Assistant and would result in the same grade.  The paramount duties of this position require knowledge of the form, content and uses of civilian and military legal documents and knowledge of the steps and procedures involved in processing legal actions.  The position also requires the ability to apply established instructions, rules, regulations, precedents and procedures pertaining to legal activities.  The duties and responsibilities of the position match the series definition for the GS-0986, Legal Assistance Series and are therefore assigned that series. 

3.  Title:  The title Legal Assistant is prescribed by the classification standard for positions allocated to the GS-0986 Series, and for duties that require the services of a qualified typist, OA (Office Automation) is to be added as the parenthetical to identify the required skill. 

4.  Grade:  See the attached FES Factor Evaluation System and Narrative Factor Analysis.
E.  Conclusion:  Based on the following evaluation, position is accurately classified as Legal Assistant (OA), GS-0986-07 

CLASSIFIER:  Rena R. Hunt, NGB-J1-TNC
Date:  27 Apr 04

FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT

	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  KNOWLEDGE REQUIRED BY THE POSITION


	1-4
	550


	See Analysis Below

	2.  SUPERVISORY CONTROLS


	2-3
	275
	See Analysis Below

	3.  GUIDELINES


	3-3
	275
	See Analysis Below

	4.  COMPLEXITY


	4-3
	150
	See Analysis Below

	5.  SCOPE AND EFFECT


	5-3
	150
	See Analysis Below

	6.  PERSONAL CONTACTS &

7.  PURPOSE OF CONTACTS


	2b
	75
	See Analysis Below

	8.   PHYSICAL DEMANDS   


	8-1
	5
	See Analysis Below

	9.   WORK ENVIRONMENT


	9-1
	5
	See Analysis Below

	        TOTAL POINTS ASSIGNED:      1485

	     GRADE:  GS-07


Narrative Analysis of Chart

Factor 1 Knowledge Required by the Position
Level 1-4  550 Pts

Position meets level 1-4 where the knowledge is of an extensive body of rules and procedures gained through extended training, or experience sufficient to: perform interrelated and nonstandard legal support work; examine documents where the information and facts are straightforward and readily verifiable; need little development; require limited searches of reference, file, or historical material; and entail comparisons with explicit criteria.  They must plan, coordinate, and resolve problems in support activities; use a wide range of office software applications to prepare complex documents containing tables or graphs; and use online legal resources to obtain information accessible over the Internet, as needed.  The incumbent of this position performs research of reference materials, briefs, case files, or other legal documents to assist the attorneys in the office, or to answer general questions of those customers who call or walk in.  This includes researching the Internet sites to gather the necessary information.  The incumbent reviews incoming forms, documents, or materials to determine if the document is complete, or has incorrect or incomplete data, and if it can be corrected, must be returned, or needs to be redirected.  The incumbent of this position meets this level.

Position does not meet level 1-5 where knowledge is of comprehensive legal regulations, techniques, and procedures that are used to: perform assistance work requiring extensive searches of records, reference, or historical material and comparison with complex voluminous or broadly written criteria; use specialized, complicated techniques to complete assignments, such as comparing options or identifying conflicts; develop, examine, adjust, reconsider, or authorize settlements; and assist higher grade employees to plan strategies.  This kind of extensive research, adjustment & authorization of settlements, and planning assistance are not performed by this position.

Factor 2 Supervisory Controls
FL 2-3  275 Pts

The position meets level 2-3 where work is assigned outlining or discussing the issues; and the objectives, priorities, and deadlines are defined.  The supervisor provides advice or additional specific instructions on new or unusual situations that do not have clear precedents.  The employee independently plans the work; resolves problems; carries out successive steps of assignments; follows instructions, policies, previous training, or accepted practices; makes adjustments using accepted legal practices and procedures; handles problems and/or deviations that arise in accordance with instructions, policies, and guidelines; and refers controversial issues to the supervisor for direction.  The incumbent of this position is able to plan the work, resolve the problems by making some adjustments or deviation from the policies but still in keeping with accepted legal practice and so matches this level.

The standard for this series does not go beyond level 2-3 and 2-4, as described by the Primary Standard (ref. #3), would not be appropriate for this position.  An employee at level 2-4 has an expertise in the line of work, resolves most of the conflicts that arise, interprets policy on own initiative in terms of objectives and may even determine the approach to be taken and methodology to be used in some assignments.  The incumbent of this position does not have this level of freedom and is not interpreting policy without any guidance.

Factor 3 Guidelines
FL 3-3  275 Pts

Position meets level 3-3 where the guidelines are not always applicable to all work situations and have gaps in specificity.  At this level, the employee relies on experienced judgment rather than guides to fill in gaps, identifies sources of information, and makes working assumptions about what transpired.  Judgment is used to select the most appropriate guideline and decide how to complete the various transactions.  For example: the employee reconstructs incomplete files; devises more efficient methods for procedural processing; gathers and organizes information for inquiries; and resolves problems referred by others.  Guidelines do not always apply directly to the assignments and require the employee to make adaptations to cover new and unusual work situations.  The incumbent of this position works with guidelines that are not always specific or completely apply to the assignment.  The incumbent relies on past experience to help fill in the gaps and has the ability to make changes or deviate from the guidelines in order to accomplish the assignment.  This experience is used to locate missing information for case files and to research legal references to provide relevant case information to be considered by the assigned attorney.

The standard does not go beyond level 3-3 and the position is not performing at the level of 3-4 where, as described by the Primary Standard, guidelines for performing the work are scare or of limited use and requires deviation from traditional methods or develops new methods, criteria, or proposed new policies.

Factor 4 – Complexity
FL 4-3  150 Pts

The position is a match with level 4-3 where work consists of different and unrelated processes, methods, and sequences of tasks.  The employee at this level analyzes facts and identifies issues; defines the problems; determines the course of action from many alternatives; searches, isolates, and determines the interrelationships among available information; assesses a variety of situations that depend on the particulars of the case and/or the submitting party; selects appropriate resources and applies those resources to the problem at hand; evaluates records in relation to legal requirements; and develops recommendations for problem resolution.  The employee determines what needs to be done including choosing the order of research necessary, the sequence of steps, and the manner in which findings are presented.  Actions may be complicated by situations where the facts are not clearly established and verification or development of information from external sources is frequently required.  The organization and presentation of information on documents can vary substantially.  The incumbent of this position must identify the problems of the client requesting assistance and, based on knowledge of the subject, provide the client with a course of action or identify the options available to them.  The incumbent assists the attorneys in the office by performing research, determines what references will be used, and provides them with relevant evidence for case preparation, interviews, depositions, etc.  This is comparable with the complexities of this level.

The standard for this series does not go beyond the 4-3 for complexity.  The Primary Standard describes level 4-4 as relating to well-established aspects of an administrative or professional field, and this position is clerical and assistance work and so would not be an appropriate selection.

Factor 5 – Scope and Effect
FL 5-3  150 Pts

The position meets level 5-3 where the work involves treating a variety of routine problems, questions, or situations within the work environment.  The employee provides advice and assistance, in conformance with established criteria, to applicants or other individuals requesting benefits or services who have a variety of problems, questions, or situations.  Work may involve subjective considerations, such as looking for misrepresentations, fraud, or other illegal activity.  The work affects the accurate and timely attainment of licenses, permits, or other legal documents, rights, or privileges; the accurate and timely resolution of claims; and the economic well being of individuals requesting benefits, claims, and/or services.  The incumbent of this position provides assistance to those calling or walking in, answering routine questions, reviewing documentation for completeness, and for any incorrect data that could result in fraud or misrepresentation, all in accordance with established criteria.  This affects the well being of those being serviced.

The series standard does not go beyond level 5-3 and the Primary Standard describes 5-4 as work involving establishing criteria; formulating projects; assessing program effectiveness; or investigating or analyzing a variety of unusual conditions, problems or questions.  This level is not required or performed by the incumbent of this position.

Factor 6 Personal Contacts and

Factor 7 Purpose of Contacts
Level 2b  75 Pts

Personal Contacts

The position meets level 2 where contacts are with employees in the same agency and/or with members of the general public in a moderately structured setting, such as: applicants; retirees; beneficiaries; Federal Reserve representatives; bank employees; taxpayers; court personnel; or other individuals related to court processes.  The incumbent of this position has contact with the members of the National Guard, both Air and Army, as well as with members of the general public from retirees, outside attorneys, to members of the business community.

The series standard does not go beyond level 2 and there is no reason to expect it to since the Primary Standard describes level 3 as contacts with individuals/groups outside the employing agency, not established on a routine basis, and the role and authority of each party is identified during the contact.  While the incumbent of this position may be contacting persons outside the agency, they are most often the seeker of information or the one that conveys it and so has an established role.

Purpose of Contacts

The position meets level “b” which is to plan or arrange work efforts, to coordinate and schedule activities, and to resolve problems relating to documents or procedures.  To provide explanations why approval was not given, discuss measures that might be taken to obtain approval in the future, and explain alternative options that may be available.  The incumbent schedules pre-counseling appointments, reviews incoming documents and determines if documents are lacking information and if it should be sent back to the originator or can be resolved through a phone call, and answers questions and provides the options available to the customer.

Again the series standard does not go beyond the level “b” and the incumbent of this position does not meet the description of the next level which would be to influence, motivate interrogate or control persons or groups.

Factor 8 Physical Demands
Level 8-1  5 Pts

The series standard describes only level 8-1 and there is no reason to expect the incumbent of this position to exceed this level.

Factor 9 Work Environment
Level 9-1  5 Pts

Again, this is the only level described in the standard and there is no reason to expect the incumbent of this position to exceed this level.

FINAL CLASSIFICATION: Legal Assistant (OA), GS-0986-07

CLASSIFIER:  Rena R. Hunt, NGB-J1-TNC
Date:  27 Apr 04
