
Legal Clerk  
Public Defender  

The Position 
 

The Public Defenderôs Office is hiring for a Legal Clerk. This position involves performing clerical 

work of a legal nature.  Responsibilities include, but are not limited to: 

¶ Simple legal research; 

¶ Prepares legal documents as directed by attorneys; 

¶ Proofreads legal briefs, petitions, notations, orders, opinions, notices and other legal documents; 

¶ Sorts, indexes and files mail, bills requisitions, ledger cards and other material; 

¶ Pulls material from files, and maintains a variety of records; 

¶ Answers the telephone and gives out routine information; 

 

 

Qualifications  
 

¶ Graduation with a Bachelorôs degree; OR  

¶ Graduation with an Associateôs Degree in Paralegal Studies and two (2) year of experience in a   
legal office which shall have involved the preparation of legal forms and notices; OR 

¶ Graduation from high school or possession of a high school equivalency diploma and four (4) years 
of experience as defined in (B) above. 

 

Salary  
 

The annual salary for this position is $42,324. 

 

How to Apply  
 

Apply online at mycivilservice.schenectadycounty.com. 

Schenectady County is committed to diversity, inclusion, and equal opportunity. It is our policy to provide equal     

employment opportunities to all people regardless of protected class status, including race, creed, color, sex, sexual 

orientation, gender identity, national origin, military or veteran status, disability, predisposing genetic characteristics, 

marital or family status, or any other impermissible basis 



Schenectady County offers exceptional benefits  
 

Health Benefits  

¶ Medical, Dental & Vision  

¶ Prescription Drug  

¶ Flexible Spending Accounts  

  

Retirement and Savings Plans  

¶ NYS Pension System 

¶ 457(b) Deferred Compensation  

¶ 529 College Saving Plan  

 

Additional Benefits  

¶ Paid Holidays  

¶ Vacation, Personal, Bereavement, and Sick Leave  

¶ Paid Family Leave for Bonding with Child  

¶ Free Tuition at SUNY Schenectady and Tuition Assistance at other educational institutions  

¶ Gym Reimbursement  

¶ Free CDTA Bus Pass 

¶ Employee Assistance Program  
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Schenectady County Human Resources 

620 State Street, 2nd Floor, Schenectady, NY 12305 

(518) 388 - 4233  ǒ  www.SchenectadyCounty.com 

 

 

Hon. Karen B. Johnson Branch  
Schenectady County Public Library  

More information about Schenectady County and employment opportunities 

are available on the Schenectady County website at: 

www.SchenectadyCounty.com. 


