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INTRODUCTION

Pozition is located in the Command Legal Office of the U.S5. Army
Simulation, Training and Instrumentation Command (STRICOM), a major
subordinate command of the U.S. Army Materiel Command {AMC). The
major purpose of this position i= to conduct ancillary research fer
the prevision of legal cpinions, and performs various legal technical
BUpport processes, procedures and practices. The mission of STRICOM
is te provide centralized management and direction for all research,
dovelopment, acquisition and fielding of Army training devices,
simulations, simulators, instrumentation, targets threat simulaters,
and Advanced Distributed Simulation {ADS). The mission includes
cradle te grave life ¢vele acquisition, begimning with tech base
programs and throughout each phase of the acquisition process. The
commander centrally directa, coeordinates, and supports the materiel
development, acquisitions, and sustainment activities through the
functicnal matrix organization and project managers,

MAJOR DUTIES

1. Supports attorneys in performing substantive legal research using
computer research methods, a comprehensive file of digested legal
decisions, policies, regulations, legal tests, federal and state
statutes, cases, opinions, and precedents bearing on the legal
igpues inwolved in the particular case.

a, Composes and drafts a wariety of legal documents and
correspandencd, such as powers-of-attorney, bills-of-
gale, affidavits, advanced medical directives, research
mamaranda, etc.

b. Drafre wille and other estate plarming decuments ensuring
that they conform with applicable laws of all 50 states
and U.5, statutes.

c. Prepares and coordinates various legal-reporting
requirements with higher Department of the Army,
Department of Defense and other federal agencies (e.g.,
DOJ, EEOQC, MSPR).

d. Attends depositions, interviews legal assistance clients,
coerdinates and prepares witnesses, and interviews other
clients.

0%

2. FReviews OGE 450z (Confidential Financial Disclosure Farm) and SF
2785 (Public Financial Disclasure Form) for completeness and
compliance with Form instructions. Reviews employee's finaneial
aggets against AMC Contracteor’s list far potential conflicts of
interest. Corresponds with employees regarding administrative and
substantive clarifications of asset holdings. Reviges Forms as
appropriate priocr to Chief Counsel review and signature.
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Maintains logs of eligible filers and database of previous year
Forms. Provides overall adminiskrative guidance and =zetup of
annual ethics training for Command employees, Prepares, proofreads
annual ethica training slides. Arranges for suitable conference
rooms and schedules adequate training sessions for all Command
employees, 0%

3. Az office manager works independently within the regulations,
established guidelines and internal operating procedures to ensure
the efficient and smooth rumming of the office. Cempiles reports
and composes correspondence. Utilizing office sources, compiles
and consolidates information reports in regard to claims, military
justice, legal assistance and ethics. FProvides information from
office files, law library, LEXIS, or other sources to the Command
Group, higher headquarters, other organizations, and the general
public upoh request., 20%

4. Uses automated systems (e.g., personal computer, laser printers,
TAZ drives and other systems) te prepare a variety of documents
from written material or voice recordings to include milicary and
non-military correspondence, reports, memorandums, investigatieons,
wills, and legal briefs, as well as all other legal documents
listed in above, requiring a knowledoe of grammar, spelling,
capitalization, punctuation, and proper format. FPosition reguires
a knowledge of the capabilities, coperating characteristics, and
advance functions of word processing, spreadsheet, graphics,
email, calendar, travel, and cime-keeping software programe, among
others, some of which are unigue to the Legal Office. Many
documents prepared reguire use of appropriate legal format and
terminalegy. BApplies knowledge af the functional capabilities of
sach software type to determine the best system for the function
to be parformed. TUses own initiative to cresate and prepare a
variety of documents assuring preopriety of form and precedural
accuracy. The work is performed in accordance with established
rules, regularions, procedures, and office automation practices.10%

5. Receives all telephone calle and visitors. Determines nature and
purpose of call or visit and initiates action or handles regquest
as required. Responds to reguests for information concerning
Legal Office functicns. Follows up on action items resulting from
conferences and meetings. Receives and reviews all incoming mail,
correspondence, suspenses, publications, regulations and
directives. Takes appropriate action on items that can be handled
personally. Maintains attorney's calendar - schedules
appointments and meertings. Makes all necessary travel, meeking,
and conference arrangements. Prepares travel wouchers and
reporks. Ceoordinates with all parties involwed ensuring
conferences and other visits are successful. Updates and
maintains Legal Office library. Posts additions to loocsze-leaf
services and ensures library resources are correct and current.

10%

6. Performs other duties as assigned.




