
 
CIRCUIT COURT FOR PRINCE GEORGE'S COUNTY 

invites applications for the position of:
 

Paralegal (G-15) - Alternative Dispute
Resolution (ADR) Unit

 

SALARY: $21.63 - $24.04 Hourly 
$45,000.00 - $50,000.00 Annually 

DEPARTMENT: Judge's Paralegal Unit

OPENING DATE: 09/09/22

CLOSING DATE: Continuous

NATURE AND VARIETY OF WORK:

The incumbent is responsible for assisting in performing a variety of specialized tasks related to
client needs under the close direction and support of a Para-Legal Supervisor. Incumbents
perform legal and factual research, conduct interviews, and prepare legal documents for review,
approval, and use by the Retired/Senior Judges. Incumbents must exercise discretion and
judgment in determining the degree of confidentiality associated with various records and case
information.

EXAMPLES OF WORK:

Duties include but are not limited to the following: 

Retrieves, reviews, and briefs case files in preparation for ADR conferences. 
Drafts orders and memoranda and distributes case files to the appropriate personnel for
further action. 
Maintains and coordinates ADR providers’ calendars with the Administrative Aide to the
Senior Judges and ADR Coordinator.
Performs research to determine the status of cases and appropriateness for ADR. 
Maintains a high-volume caseload while meeting various deadlines, responds to ADR
inquiries from the public, attorneys, and court personnel in a professional manner, and
cross trains as backup support to specialized judicial paralegals. 
Conducts research and provides recommendations on improvements to the ADR
program. 
Researches new and expanded ADR programs for the Circuit Court. 
Facilitates the collection of program participant feedback. 
Performs other duties as assigned within the classification.  

MINIMUM QUALIFICATIONS:

Preferred Qualifications: 



An Associate of Arts Degree in social science or paralegal studies at an accredited college or
university; or a paralegal certificate; experience in performing paralegal/legal assistant work; or
an equivalent combination of education and experience. 

ADDITIONAL INFORMATION:

The position is full-time, grant-funded by MACRO, with health benefits.  

Other Additional Information 
Beginning December 29, 2021, all new employees are required to be fully vaccinated as a
condition of their employment. Full vaccination status requires that two (2) weeks have passed
since the employee's second Pfizer or Moderna vaccination or since the one (1) Johnson and
Johnson vaccination. Religious and medical exemptions will be made on a case-by-case basis
upon notification of the request. 

The Circuit Court for Prince George's County is a drug-free workplace and an equal opportunity
employer committed to diversity in the workplace. We do not discriminate on the basis of race,
color, religion, age, sex, marital status, national origin, physical or mental disability, genetic
information, gender identity or expression, sexual orientation, or any other characteristic
protected by state or federal law. 

A request for ADA accommodations for interviews should be made at the time of notification of
the interview.

APPLICATIONS MAY BE FILED ONLINE AT: 
https://www.princegeorgescourts.org/

14735 Main Street
Room M2407
Upper Marlboro, MD 20772
301-952-3708

humanresources@co.pg.md.us
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Paralegal (G-15) - Alternative Dispute Resolution (ADR) Unit Supplemental
Questionnaire

 
* 1. Which of the following best describes your level of completed education?

 High School Diploma or G.E.D.
 Some College
 Associates Degree
 Bachelor's Degree
 Paralegal Certificate

* 2. If you selected "Some College," please provide the exact number of credit hours
earned. If you did not select" Some College," please enter "N/A."

* 3. Please indicate your field of study.
 Criminal Justice
 Pre-Law
 Paralegal Studies

https://www.princegeorgescourts.org/
mailto:humanresources@co.pg.md.us


 Legal Studies
 Other

* 4. If you selected Other, please specify. If you did not select other, please enter "N/A."

* 5. How many years of experience working as a Paralegal/Legal Assistant do you possess?
 3 or more years or experience.
 2 years, but less than 3 years or experience.
 1 year, but less than 2 years of experience.
 Less than one (1) year experience.
 I have no experience working as a Paralegal/Legal Assistant.

* 6. Describe in detail your experience working as a Paralegal/Legal Assistant, including the
employer's name and dates of employment. Please do not type "See Resume." If you
have no experience, enter "N/A."

* Required Question


