Crossroads Defenders Q 0 Phone: 361-582-5885
203 N. Liberty Street * Q Fax: 361-502-4250
Victoria, Texas 77901 www.cxdtx.org

May ‘25 - Until

Position Title: Legal Support Specialist ate: Filled
Regular, Full Time,
Department: Crossroads Defenders (CxD) Status: Hourly, In-Person
$21.26/hr ($44,221) + County Email resume to
Pay: Benefits Apply: ab@cxdtx.org

R ROAD FEND

Crossroads Defenders (CxD), is a holistic public defender’s office serving Victoria, Jackson, Lavaca, and
Refugio Counties. CxD represents indigent clients in criminal cases ranging from Juvenile Offenses
through Non-Capital Felonies. Crossroads Defenders aims to become a model office for rural defense in
Texas. The office will leverage cutting-edge technology, training, and techniques to provide the
strongest possible advocacy for our clients. Additionally, the office will provide wrap-around services
for clients to assist them with employment, mental health, substance abuse, housing, and immigration
issues.

Crossroads Defenders seeks a dedicated Legal Support Specialist to assist our team of public defenders
in providing high-quality representation to indigent clients. The ideal candidate will have strong
organizational skills, attention to detail, and a passion for helping others.

JOB SUMMARY

The Legal Support Specialist will be at the heart of our office operations, providing vital assistance to
our legal team. This position requires a detail-oriented individual with strong multitasking abilities and
a commitment to justice.

B DUTI

Responsible for providing a wide array of administrative support in a law office: assists attorneys, case
managers, investigators and legal assistants with managing schedules; coordinating meetings and
travel; answering phones; and communicating with clients.

e Preparing and organizing legal documents and correspondence

e Requesting, receiving, and uploading discovery files

Preparing subpoenas, motions, pleadings, and other documents using templates and document
generation software

Conducting preliminary case research and information gathering
Managing attorney calendars and coordinating client meetings

Assisting with client intake and maintaining accurate case files
Supporting attorneys during court appearances

Facilitating communication between clients, attorneys, and other parties
Utilizing case management software to track and update case information
Performs other duties as assigned



MINIMUM SKILL LEVEL

Skilled Technical- The characteristics and duties of a legal support specialist require skilled technical
work involving the use and skilled application of detailed technical procedures and techniques to
recurring situations and problems. Handles advanced tasks and problems except those requiring policy
or procedural change.

Familiarity with basic legal concepts and procedures

Skilled at drafting and editing documents, forms, and media.

Skilled at working with diverse and indigent populations

Skilled at legal assistance and paralegal-type tasks

Ability to run reports and analyze case data from case management systems

Fully proficient with modern technology.

Candidates should be comfortable using email, text messaging, calendar, presentation software,
and Microsoft Office.

Capable of exercising sound judgment and pragmatically solving problems

Skilled in communications

Able to establish and maintain good working relationships with clients, court personnel, and
co-workers.

MINIMUM EDUCATION

High School Diploma or GED

College Preferred

MINIMUM EXPERIENCE

Moderate Experience (1+ year of relevant experience)
o Experience sufficient to enable the employee to acquire moderate familiarity with the
methods and procedures found in common work situations in the legal or professional
field.

MINIMUM LICENSES, CERTIFICATIONS, OR REGISTRATIONS

e Valid Texas driver’s license and reliable motor vehicle.

(0)

1

W C
Work Level
e Handles a variety of typical assignments and problems independently.

2. Work Complexity - Intermediate

e This position requires intermediate levels of skilled work requiring the employee to
handle a variety of assignments or problems independently. Requires the application of a
variety of procedures, policies, and or precedents and moderate analytic ability in
adapting standard methods to fit facts and conditions.



PHYSICAL DEMANDS. WORKING CONDITIONS. AND HAZARDS

The characteristics listed below are representative of the physical demands, physical agility, sensory
requirements, and environmental exposures required by an individual to successfully perform the
essential duties of this position. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential duties.

e Physical Demands

o Light — Requires light physical effort working almost exclusively with light weight
materials (up to 25 pounds) or short periods in difficult work positions (e.g. moving
banker’s box).

o Employees sit most of the time but may walk or stand for periods of time.

o This is light duty work requiring some physical agility such as: climbing, stooping,
kneeling, crouching, crawling, reaching, pushing, pulling, repetitive motions and manual
dexterity.

o Sensory requirements include standard vision requirements, ability to convey detailed or
important instructions to others accurately, loudly or quickly, and standard hearing
requirements - hear information at normal spoken word levels.

e Working Conditions and Hazards

o Good (Level 2) — Working conditions will mostly involve air-conditioned office work.
Occasionally conditions may be slightly dirty or involve occasional exposure to some
disagreeable elements.

o Some mental effort and stress are expected that may cause inconvenience and
frustration.

o Position requires outdoor walks to the courthouse and annex, less than /4 mile, exposed
to the elements

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if the
work is similar, related, or a logical assignment to the position.

INTERPERSONAL AND COMMUNICATION SKILLS

¢ Reactive:

o Requires regular contact within the department and periodic contacts with other
departments, outside agencies and the general public, supplying or seeking information
on non-specialized matters.

e The Legal Support Specialist will have regular interactions and communications with:

o Attorneys and non-attorney staff within the office

o Clients facing a broad range of serious criminal and civil legal issues

o Court, Jail, and Prosecutor Staff

LE (0) SPONSIBILITY AND IMPACT OF RESULTS

e Directed
o The work is subject to general policy direction, practices, and procedures covered by
precedents and general supervisory review. Limited supervision with general autonomy
in determining how objectives are achieved, within operating benchmarks, goals, and
objectives.
o Manages assigned caseload documentation and file organization with general autonomy,
following established office procedures.



o Schedules client meetings, court appearances, and attorney deadlines independently,
prioritizing tasks based on case urgency and attorney needs.

o Conducts initial client intake interviews, gathering essential information according to
office protocols with minimal direct supervision.

o Prepares routine legal documents and correspondence using standardized templates,
exercising judgment on when to seek attorney review.

o Maintains and updates case management software, ensuring accuracy and completeness
of records within established guidelines.

o Coordinates with external agencies (courts, prosecutor's office, social services) to gather
and exchange information, following office policies on confidentiality and information
sharing.

0 Assists in legal research tasks, using predefined research tools and databases, with the
ability to determine relevant information for attorney review.

Operational

o Daily actions or services affect individual clients, and activity has a meaningful impact on
specific cases within our service area.

0 Accurate and timely filing of legal documents directly impacts case timelines and can
affect client's pretrial detention status.

o Effective scheduling and coordination of attorney-client meetings ensures clients receive
prompt attention, potentially influencing case preparation and outcomes.

o Thorough and accurate client intake interviews provide critical information that shapes
initial case strategy and resource allocation.

o Prompt communication of case updates or court notices to attorneys and clients can
significantly affect case preparation and court appearances.

o Meticulous organization of case files and evidence ensures attorneys have ready access to
critical information during negotiations or trial preparation.

o Efficient management of attorney calendars maximizes the number of clients served and
improves overall office productivity.

0 Accurate recording of case notes and client interactions in the case management system
supports continuity of representation, especially in cases with multiple attorneys.

o Timely preparation of subpoenas and witness notifications directly impacts the
availability of crucial testimony in court proceedings.

o Effective liaison with court clerks on filing deadlines and requirements helps prevent
procedural issues that could negatively affect cases.

o Careful handling of sensitive client information maintains trust and confidentiality,

which is crucial for effective attorney-client relationships.

SUPERVISION EXERCISED

BENEFITS

None

In addition to a competitive and stable County Salary, full-time employees will receive full Victoria
County Benefits including;:

Subsidized health, dental, and vision insurance.

Prescription drug coverage and optional FSA.

Enrollment in the Texas County and District Retirement System with a guaranteed 7% rate of
return, 200% match, and a lifetime benefit after the vesting period.



e Tuition Assistance
e Discounted membership to Citizens HealthPlex Gym and Spa
e Optional Group Rates for Term Life, AD&D, and Disability Policies.

EQUAL OPPORTUNITY EMPLOYER

Victoria County, and Crossroads Defenders, is an Equal Opportunity Employer committed to creating
a strong and welcoming workplace. We encourage applications from qualified individuals of all
backgrounds. Crossroads Defenders believes that an intellectually and experientially diverse team
enhances our ability to provide the highest quality of legal representation to our clients and
community. We strive to create an environment where all employees feel valued, respected, and
supported in their professional growth. We welcome and celebrate the unique perspectives and
experiences that each individual brings to our team.

https://www.vetx.org/page/emplovment

Please email resume and cover letter: Attn: Analisa Benoit, ab@cxdtx.org



