
Paralegal certification.

Knowledge, Skills, and Abilities 
Knowledge of legal concepts, court and administrative tribunal proceedings, state laws,
ability to recognize and evaluate and communicate relevant facts related to appeal filing
requirements
Ability to use independent judgment to prioritize tasks and to quickly determine when
priorities must be adjusted to meet team’s needs
Ability to meet deadlines while managing large workload and multitasking
Ability to maintain effective and consistent performance of duties with minimal
supervision, including when working remotely
Proficient in oral and written communications with agency team members and the public
in timely, courteous, knowledgeable manner
Proficient in database management, Microsoft Office applications
Excellent data entry, proofing, typing, telephone, and organizational skills
Honest, reliable, and trustworthy and ability to maintain confidentiality
May conduct basic legal research under direction of the Chief Counsel and Senior
Hearing Officers

Location:  Jefferson City, Missouri; some remote work. 

Salary:  $39,05  annually (to start) 

Application Process: Please apply on-line at 
https://mocareers.mo.gov/hiretrue/mo/mocareers/index.html.  The position will remain opened 
until filled. 

EQUAL OPPORTUNITY EMPLOYER 


