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City of Kansas City, Missouri 
Job Class Specification 

Job Title: PARALEGAL SUPERVISOR Department: LAW 

Job Code: 1031 Status: EXEMPT Grade: EX2 

Summary This is responsible supervisory work in the performance of providing supervision and guidance to 
a staff of paralegals. Highly motivated, detailed oriented with a strong focus on accuracy and 
efficiency. An experienced professional proficient in handling a wide range of assignments, from 
data analysis to expert consultation. Skilled in preparing detailed technical reports showcasing 
strong communication and analytical abilities. Trains and supports the paralegal team. Keeping 
current on legal briefs, articles and ordinances.  

Duties and 
Responsibilities 

 Oversees the day-to-day operations of the paralegals.

 Prioritizes and makes work assignments to staff to ensure that attorneys receive needed
support and assistance with caseloads.

 Implements systems and processes utilized to conduct research and produce legal
documents.

 Trains paralegals to effectively utilize databases and legal libraries to conduct research.

 Trains and instructs subordinate staff on paralegal functions, legal research techniques,
and departmental procedures.

 Have thorough knowledge of functional area supervised.

 Performs the same or highly similar work as the position over which the incumbent has
accountability, on an as needed basis.

 Coordinates the preparation of legal documents and tracks projects to ensure the work is
completed accurately and on time.

 Organizes documents into formal reports and proofs for attorneys.

 Contributes to the development of process and procedures.

 Reviews judicial decisions, statutes, articles, and ordinances to ensure drafted
documents are in compliance with legal authority.

 Maintains a small caseload to stay current on litigation trends and experiences of direct
reports.

 Drafts and/or edits documents for review and approval.

 Assist as a back-up, when necessary, due to workloads and scheduling.

 Serves as a liaison with other City Departments to facilitate information exchange.

 Works independently under the general supervision of an administrative superior or an
attorney.
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Technical 

Education 
and 
Experience

Demonstrates advanced knowledge of: 

Converting legal documents into formal reports and proofs for attorneys 

Ability to: 

Identify, support and provide support to Paralegals.  Establish policies and procedures to ensure 
compliance. 

Accredited bachelor’s degree and one (1) year experience in one or more of the following 
areas: paralegal, law, conducting research and/or investigations, drafting legal 
documents, or administrative work in a legal setting or law office.  

    OR 

Accredited associates degree and three (3) years’ experience in one or more of the 
following areas: paralegal, law, conducting research and/or investigations, drafting legal 
documents, or administrative work in a legal setting or law office. 

    OR 

High School graduation and five (5) years’ experience in one or more of the following 
areas: paralegal, law, research, investigations, drafting legal documents, or 
administrative work in a legal setting or law office. 

Certificates 

Supervisory 

Responsibility 

Created 

Revised 

Certificate in Paralegal or Legal Assistant studies is preferred  

Must pass a background check as prescribed by the City. 

Supervision is exercised over assigned personnel. 
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