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The New Jersey Department of Human Services invites you to apply for the following position:

JoB POSTING NUMBER | 315-20
— ISSUE DATE | 2/5/2020 CLOSING DATE | 2/19/2020
TITLE Paralegal Technician 1
Division of Family Development RANGE A17
Bureau of Administrative Review and Appeals
LOCATION 6 Quakerbridge Plaza SALARY $45,731.91 - $64,442.64
Hamilton, NJ 08619 OPEN TO Current State employees
Under the limited supervision of a supervisory official, researches laws, rules, and regulations, investigates facts, and prepares
documents for use in briefs, pleadings, appeals, and other legal actions; does other related duties as required.
DEEINITION The incumbent will provide support to the Office of Legal and Regulatory Compliance as it pertains to Litigation, OPRA/records

requests, MOA and RFPs, Bureau of Review and Appeal Final Decisions, and all other legal correspondence and research.

NOTE: The examples of work for this title are for illustrative purposes only. A particular position using this title may not perform all
duties listed in this job specification. Conversely, all duties performed on the job may not be listed.

REQUIREMENTS

Graduation from an accredited college or university with an Associate’s degree in Paralegal Studies or, an Associate Degree and a

EDUCATION | certificate of Proficiency in Paralegal Studies.
E Two (2) years of experience as a paralegal in a law firm, legal tribunal, or legal department in a public or private entity whose primary
XPERIENCE| fnction is the research, enactment, enforcement, or litigation of legal matters.
NOTE: Possession of a Juris Doctorate (JD) degree may be substituted for the above education.

NoTE NOTE: Rule 1:20-20(a) prohibits attorneys who have been disbarred, resigned with prejudice, transferred to disability-inactive
status, or under suspension from the practice of law in this or any other jurisdiction from being employed as paralegals/legal
assistants in the State of New Jersey.

NoTe FOR | Degrees and/or transcripts issued by a college or university outside of the United States must be evaluated by a reputable evaluation

FOREIGN service at your expense. The evaluation must be included with your submission. Failure to submit the required evaluation may result in

DEGREES an ineligibility determination.

LICENSE Appointees will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, rather than employee

mobility, is necessary to perform the essential duties of the position.
IMPORTANT NOTICE

Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless exempted under the law, or

current employees who live out-of-state and do not have a break-in service of more than 7 calendar days, as they are “grandfathered.’]

New employees or current employees who were not grandfathered and who live out-of-state have one year after the date of

RESIDENCY employment to relocate their residence to New Jersey or request an exemption. Current employees who reside in NJ must retain NJ
residency, unless he/she obtains an exemption. Employees who fail to meet the residency requirements or obtain an exemption will be
removed from employment.

NOTE Applicable special re-employment list established as a result of a layoff will be used before any promotions are made.

If you are a candidate for a position that involves direct client care in one of the Department of Human Services’ hospitals or
D developmental centers, you may be subject to pre and/or post-employment drug testing/ screening. The cost of any pre-employment
RUG : ] : ; i 4
SCREENING testing will be at your expense. Candidates with a positive drug test result or those who refuse to be tested and/or cooperate with the

Forward a cover letter and resume electronically to: dfdhrresumes@dhs.nj.gov
You must include the Job Posting # in the subject line of your email.

testing requirement will not be hired. You will be advised if the position for which you’re being considered requires drug testing and
how to proceed with the testing.

New Jersey Department of Human Services is an Equal Opportunity Employer



