DELAWARE DEPARTMENT OF JUSTICE
JOB OPENING
Opening Date:  August 8, 2014



 Closing Date:  August 14, 2014
PARALEGAL for the Civil Division
Government Services Unit in New Castle County
The Department of Justice (“DOJ”) Civil Division seeks a paralegal to provide legal support services primarily to the Delaware Public Employees Retirement System (“DPERS”), including the Office of Pensions.  Duties and responsibilities include, but are not limited to:

· Contract administration and organization

· Support relating to Plan cycle filings

· Reviewing and preparing responses to subpoena, discovery, and Freedom of Information Act requests

· Litigation support for securities lawsuits and board appeals.

· Legal research, and preliminary drafting of appeal decisions
· Case management for administrative matters heard by the Board of Pension Trustees
Transactional and litigation experience desirable, but not required.  

Other general duties and responsibilities may include:

· Providing legal assistance for court filings, file preparation and case management, scheduling depositions, drafting/formatting correspondence, creating document templates and forms, typing up dictations and scheduling meetings and various court hearings

· Drafting basic to intermediate legal pleadings and correspondence

· Document review and proof reading

· Perform legal research on specific topics and draft legal research memoranda

· Contact courts and various state and public agencies and organizations to assemble information

This Paralegal must have excellent organizational and computer skills and be able to work accurately and independently within strict time frames with minimal direct guidance and supervision.
Minimum Qualifications:
Four years of employment with the Department of Justice AND a paralegal certificate from an ABA-approved or Department-sponsored program, OR

An Associate’s degree in Paralegal Studies OR
A Bachelor’s degree AND a paralegal certificate from an ABA-approved or Department-sponsored program   OR
A Bachelor’s degree in Paralegal Studies from an ABA-approved program OR

A Bachelor’s degree AND one year of law school

For Internal Applicants:  Please submit a summary of work experience or an updated Resume to the Director of Human Resources.

For External Applicants:

If you are interested in applying for this Paralegal position, please submit a Resume and a State Application to the Delaware Department of Justice, Human Resources, Carvel State Building, Sixth floor, 820 N. French Street, Wilmington, DE  19801 or E-mail to DOJHR@state.de.us or Fax to 302-577-5866.  EOE.
