
BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Supervisor B 3 - Supervisor 2 Exempt 
POSITION 
TITLE: 

Paralegal Supervisor POSITION#:  

☐New     ☒Revised   
(Check one)                                

Date: 
 

05/17/2022 

SERVICE TYPE:  NON-REP MANAGEMENT 
Employee 
Name: 

 Department:  District 
Attorney 

Supervisor: Renee Hammill 

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:  

Under the general guidance of the Director of Administration, the Paralegal Supervisor is responsible for the 
day to day activities of the Criminal Division’s paralegal support, including supervision of staff. 
Responsibilities include: managing, planning, organizing, and evaluating training, coaching, assigning work, 
evaluating performance and setting goals for the division’s operations and assigned program and staff.  
Performs a variety of administrative and supervisory work related to the operations of the Criminal Division. 
 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Paralegal Support 

Essential Duties: 
 Provides comprehensive support to attorneys throughout the lifecycle of a 

case under the purview of the District Attorney, 
 Duties may include: intake, warrants, grand jury, calendaring, motions, 
hearings, trials, probation violations and expungments.  

 Obtains evidence and ensures that discovery statutes are followed. 
 Prepares documents for court filing and/or service on other parties.  
 Coordinates with Victim Services to ensure that victim’s rights are upheld. 
 Monitor cases under appeal.   
 Gathers and analyzes research data, such as statutes, decisions, and legal 

articles, codes, and documents 
 Process Police Officer Mental Commitments 

50% 

2 MFA: Criminal Support Staff/Division  
Essential Duties: 

 Manage and supervise the Criminal Division Support staff.  Responsibilities 
include prioritizing and assigning work; conducting performance evaluations; 
ensuring staff are trained; ensuring that employees follow policies and 
procedures; maintaining a healthy and safe working environment; and 
subject to the prerogative of the District Attorney, making hiring, 
termination, and disciplinary decisions. 

 Evaluates work flow and coordinates with the Director of Administration to 
develop procedures and provides oversight of assigned section and staff. 

35% 



3 MFA: Administrative Support 
 Provides support to the Chief Deputy Medical Examiner.  
 Agency LEDS Representative, ensures departmental compliance with CJIS 

Security and LEDS policies.  Participates in audits as required. 
 Serves on the Sunset/Downtown Safety Committee and promotes safety in 

the workplace. 
 Conducts annual purging and archiving pursuant to statute. 

 

15% 

 Other Duties as Assigned  
Percentages should total 100% 100% 

Special Requirements: 

Associates Degree and at least 3 years of experience in an Oregon prosecutor’s office.  Additional 
experience in the legal field can substitute for education but additional education can’t substitute for 
experience in an Oregon prosecutor’s office.  
Obtain LEDS certification, Notary Public and ODL in the first 30 days of employment 
 
Must successfully complete a background investigation and comply will all Federal, State and Local statutes. 

Physical Requirements:   

Positions in this class typically require:  reaching, standing, walking, climbing stairs, fingering, grasping, 
feeling, talking, hearing, seeing and repetitive motions.   Sedentary work involves sitting most of the time, 
however, half of the office is only accessible by climbing one flight of stairs 
 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


