


























































































































Takes and transcribes complex legat dictation.
Performs related work as required.

4l_53

MINIMUM OUALIFI CATIONS

Four years of progressively responsj.ble secretariaL
experience, one year of which must have been as a legal
secretary, or equivalent combination of training and experience.

College education can subst,itute at the rat,e of 30 semester
or 45 quarter hours for each year of the required experience.
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CAPITAIJ COLLATERAL REGIONAL COI'NSEL PAY GRADE ].].7
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MINIMUM OUALIF]CATIONS

Bachelor's degree and five years of professional experience
in accounting, budgeting, planning, purchasing, personnel or
business admj-nistration, two years of which must have been in a

supervisory capacity.
Master's degree in business or public administration can

substitute for one year of the required non-supervisory
experience.

professional or non-professional experience as described
above can substit.ute on a year-for-year basis for the required
college education.
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PAY GRADE ]-25
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o Receives and reviews all field
and completed investigative reports

4667

area investigative decisions
and makes recommendations on

PAY GRADE 1,26
PAY PLAN 85

o

courses of action.
Develops and implements on-the-job training procedures for

all area personnel involved in investi-gations and arranges and
conducts ipecial training sessions on new laws and regulations,
investigative methods, and office requirements.

peiforms liaison activities with other state and federal
officials.

Assists departmental 1ega1 staff, agency head, and the
Administrative Services Director in the development of financial
j-nf ormation necessary to carry out departmental st.atutory duties.

Contacts and inlerviews witnesses and other persons involved
in post-conviction proceedings.

Evaluates evidence of investigations and prepares reports of
findings.

Assists attorneys in the prosecution of cases.
Attends hearings and gives testj-mony concerning

investigations.
Performs related work as required.

MINIMUM OUALI FICATIONS

Bachelor's d.egree and five years of experience i-n conducting
investigati-ons or a related fie1d.

Master's degree can substitute for one year of the required
experience.

professional- or non-professional experience as described
above can substitute on a year-for-year basis for the required
college education.

EFFECTIVE:
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