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POSITION DESCRIPTION  

 
 
 

1. POSITION IDENTIFICATION      

 

Title  Legal Administrative Assistant 

Functional Area  Chester County Probate Court 

Reports to  Chester County Probate Judge 

Salary  As recorded in Payroll 

Employment Status  Non-Exempt 

2. POSITION OBJECTIVE  

 
This position is accountable for assisting in the overall administration of the Chester County 
Probate Court and independently performing a full range of tasks including reviewing, 
scanning, saving, and processing a variety of court documents. 

3. ESSENTIAL FUNCTIONS  

 
 The duties listed below are examples of the work typically performed by employees in this 
classification.  An employee may not be assigned all duties listed and may be assigned duties 
which are not listed below.  (Essential functions, as defined under the Americans with Disabilities 
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Act and the Americans with Disabilities Act Amendments Act, may include the following tasks, 
knowledge, skills, and other characteristics.  The list of tasks is ILLUSTRATIVE ONLY and is not a 
comprehensive listing of all functions and tasks performed by incumbents of this class.) 
 
Assists the daily functions of Probate Court, including the administration of estates of a decedent, 
incompetent persons, and minors; conducting mental health as well alcohol and drug addiction 
commitment proceedings; issuing marriage license and marriage certificates; appointing 
conservators and guardians over estate monies, and processing various related records. 
 
Prepares and mails reminder correspondence to the conservator to submit the estate monies 
yearly accounting report, as required by law. 
 
Maintains files on estates, marriages, conservatorships, guardianship, and mental health cases. 
 
Confers and discusses with the family of the decedent the probate proceedings of the decedents 
estate to include explaining statutory requirements and to determine if an attorney will be 
necessary. 
 
The process of opening an estate file includes but is not limited to; preparing all necessary 
documents, obtaining required signatures, instructing and assisting family members on their 
responsibilities regarding the estate, and collecting all applicable fees. 
 
Prepares and mails correspondence to the Personal Representative, during this time, to ensure 
the probate process is competed in a timely manner. 
 
The probate process takes anywhere from nine months to one year or longer to complete.  During 
this time, the probate court staff is responsible for ongoing collection of all necessary documents, 
sending correspondence to the Personal Representative, communicating with financial institutions 
regarding the estate, and working with the Personal Representative in documenting all 
accountable inventory in the decedents name.  Time stamps all time-sensitive documents using 
the time stamp clock.  Each estate case must be reviewed and monitored on a 30-60-90 day 
schedule to ensure all processes are complete prior to closing the estate. 
 
Scan into digital format, all documents included in marriage licenses and each individual estate. 
 
Prepares and processes a variety of files prior to hearings, as well as monitors compliance with 
pertinent laws, statutes, and rules of practice. 
 
Researches and becomes knowledgeable on law sources such as statutes and legal codes, 
particularly those pertaining to probate, marriage, guardianship, conservatorship, and mental 
health patients. 
 
Upon request for detention of mental health patients, the court issues an Order of Detention, 
coordinates processes with local police departments, as well as mental health professionals, and 
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maintains records on such mental health patients. 
 

4. COMPETENCIES REQUIRED  

 
The following competencies are required for this position:  

 

Communication  Strong oral and written competencies are required to prepare notes, answer 
inquiries and respond to general questions.  Must be able to deal 
professionally and sensitively with clients and various parties. 

Team work  This position must exhibit objectivity and openness to other’s views.  Must 
support everyone’s effort to succeed.  In the absence of co-workers. Must be 
amendable to assisting staff with a full range of tasks in order to keep the 
workflow moving forward. 

Problem solving  
 
 

Identifies and resolves problems in a timely manner and with little or no 
supervision. 

Ethics Maintains confidentiality at all times.   

 

5.    KNOWLEDGE/SKILLS/ABILITY  
 

 
Knowledge, Skills & Ability (Essential):  High school diploma or general education degree 
(GED) with a minimum of one to two years’ experience of clerical or general office experience.  
Associates degree in legal studies preferred.  Must have previous experience working with the 
public and/or employees.  Customer service skills along with professional and sensitive 
interactive skills is necessary.  Must possess strong communications skills, including without 
limitation, the ability to write reports, business correspondence and procedures.  Verbal 
communication skills must include the ability to calculate figures and amounts such as interest, 
proportions, and percentages and apply basic concepts of algebra and geometry. 
 

6. ORGANIZATIONAL RELATIONSHIPS/AUTHORITY  

 
ORGANIZATIONAL RELATIONSHIPS 
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Reports to:    Chester County Probate judge 
    
Manages:  This job has no supervisory duties. 

 
 

7. PHYSICAL DEMANDS/WORK ENVIRONMENT  

 

The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

While performing the duties of this position, the employee is required to regularly 
hear or talk.  The employee is frequently required to stand, walk and sit.  The employee is 
occasionally required to use hands and fingers, handle or feel and reach with hands and 
arms.  The employees must regularly lift and/or move up to 15 pounds and/or a negligible 
amount of force frequently or constantly to lift, carry, push, pull or otherwise move 
objects.  Specific vision abilities required by this job include close vision, distance vision 
and ability to adjust focus. 

The employee must be able to coordinate hands and eyes using office machinery 
with the ability to handle a variety of items, keyboards, office equipment, control knobs, 
buttons, switches, catches, etc. 

The work environment characteristics described here are representatives of those 
an employee encounters while performing the essential function of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  The noise level in the work environment is usually moderate. 

ACKNOWLEDGEMENT  

 
This job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be 
interpreted as a comprehensive inventory of all duties, responsibilities and qualifications 
required of employees assigned to the role.  

 

Employee:   Department 
Head:  
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Signature:   Signature:   

Prepared by:   
 

Date Issued:   

NOTHING IN THIS JOB DESCRIPTION SHALL BE DEEMED TO CONSTITUTE A CONTRACT OF 

EMPLOYMENT.  ALL EMPLOYEES OF THE COUNTY ARE EMPLOYEES “AT WILL” WHOSE 

EMPLOYMENT MAY BE TERMINATED AT ANY TIME, WITH OR WITHOUT NOTICE OR CAUSE.   


