Gloucester County Job Description

POSITION: Assistant Commonwealth Attorney I
DEPARTMENT: Commonwealth’s Attorney

JOB CODE: A088

FLSA: Exempt

GENERAL STATEMENT OF JOB: Under general supervision, performs professional work representing the
Commonwealth in court. Prepares and prosecutes cases primarily in all local trial courts. Generally, works
independently with supervision as needed. Work consists of case law research, preparation of legal briefs and
motions, interviewing and preparing witnesses, and providing legal advice and expertise to law enforcement and
other agencies during investigations. Completes work within the framework and mandates of any grant funding
this position. Work involves considerable public contact. Employee must exercise independent judgment, initiative,
tact and courtesy in various phases of work. This position is grant funded. In the event that grant funding is not
sufficient to cover costs associated with this position, this position may be modified to conform to available grant
funding or otherwise be eliminated. Reports to the Commonwealth’s Attorney.

ESSENTIAL JOB FUNCTIONS:

1. Serves as prosecutor for the Commonwealth; gathers and analyzes evidence in cases and reviews pertinent
decisions, policies, regulations, and other legal matters pertaining to case; interviews and prepares witnesses;
appears against accused in court of law and presents evidence before judge, jury, or other judiciary.

2. Performs legal research to support cases being prosecuted; prepares legal briefs and opinions.

3. Establishes and maintains case files and other documentation to include any necessary grant related
documentation that may fund and / or supplement this position.

4. Prepares legal briefs and motions.

5. Provides advice and guidance to law enforcement and other agencies.

6. Responds to inquiries from members of the community.

7. Performs other duties as assigned.

8. Maintains all policies and procedures set forth by the Commonwealth’s Attorney including, but not limited to,
a Statement of Appointment, Policy of Confidentiality and Social Media Policy.

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS

All Gloucester County employees are subject to being assigned to specific positions and tasks during a “Declared

Emergency” as support personnel, by the County Administrator, the Emergency Management Director, or the

Emergency Operations Plan (EOP). Once assigned, this would be the same as a regular work assignment and all

policies and procedures for duty assignments apply. (Please see Gloucester County Administrative Policy 101.1 -

Employee Utilization in Adverse Weather and Emergency Conditions.)

JOB LOCATION AND CONDITIONS:

Work is typically performed in an office or court setting with minimal exposure to hazardous chemicals or fumes.
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Broad knowledge of Virginia law pertaining to the operations, authorities and responsibilities of the office of the
Commonwealth’s Attorney, of the principles and procedures of civil law and criminal law, of statutory provisions
applying to rules of order, and of legal research and investigation methodology, judicial procedure, and rules of
evidence.

Skilled in criminal prosecution and legal writing.

Ability to interpret and apply laws and court decisions, and to use legal source material in technical research.
Ability to effectively express ideas orally and in writing, and to prepare correspondence, court orders, indictments,
legal briefs, jury instructions, etc., using prescribed formats and conforming to all rules of punctuation, grammar,
diction, and style.

Ability to establish and maintain effective working relationships as necessitated by work assignments.

Ability to speak before groups of people with poise, voice control and confidence.

Ability to use small office equipment, including copy machines or computers.

EDUCATION AND EXPERIENCE:

Juris Doctor Degree from an accredited school of law.

Six months to three (3) years of legal experience or any equivalent combination of education, training and
experience, that provides the required knowledge, skills, and abilities.

NECESSARY SPECIAL QUALIFICATIONS:

Must be an active member, in good standing, of the Virginia State Bar.
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PHYSICAL REQUIREMENTS

C= Continuous — over 6 hours a day
F= Frequent — between 3 and 6 hours a

O= Occasional — less than 3 hours a day P= Periodic — several times a year
I= Intermittent—several times a week/month | N/A= Not applicable to position
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