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Position Title: Legal Advocate
Department: Tribal Child Support Enforcement Office
Employment Status: Non-Exempt, Full-time Grade: NE9 ($19.01- $26.61)
Opening Date: September 21, 2026 Closing Date: October 16, 2026
Job Summary

Provides support in the research, preparation and management of legal documents and performs specialized
legal administrative services in accordance with established guidelines, policies and procedures for child
support. Acts as a liaison between courts and the department. The majority of this position will be directly
under the Assistant Director of the Child Support Office.

This position description may not include all the duties listed, nor do all the listed examples include all tasks which may
be found or assigned to this position.

Duties and Responsibilities

Drafts and prepares legal documents including petitions, motions, and orders to vacate.

Assist court staff to ensure respondents comply with orders from the court.

Appears before and presents findings and recommendation to the Tribal Court in child support
enforcement proceedings on behalf of the Office.

Establishes and maintains case document management and control systems; identifies and gathers case
documents; summarizes depositions and other discover materials.

Receives incoming court documents and ensures proper distribution.

Conducts research and prepares memorandumes.

Ensures case notes and maintained, accurate and time in files.

Explains in detail, information provided in orders for child support.

Presents child support documents and orders to the court and clients.

Attends arraignment proceedings.

Sends out harassment letters.

Collects, analyzes, organizes and maintains factual information and documents in accordance with
correct legal practice and procedure and prepares for digital archiving, database entry and filing.
Maintains confidentially of records, conversations, and tribal issues.

Obtains sample collection for DNA testing.

Prepares and presents reports on the status, activities, and plans for current and future operations.
Performs other duties as assigned.

Minimum Qualifications

High school diploma or GED.

At least some formal college-level legal training required.

Relevant experience in the Legal Field or extensive experience in court proceedings.

Some experience in drafting and presenting legal documents required

Excellent computer and communication skills.

Must have a valid NM Driver’s License; NO DUIs on record.

Must successfully pass a pre-employment drug/alcohol screen and background investigation.
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Tribal preference and Native American Indian preference shall apply to all positions.

Knowledge, Skills and Abilities

Knowledge of applicable federal, state, tribal, county, and local laws, regulations, and requirements.
Knowledge and understanding of child support principles, programs and methodology.

Knowledge of legal proceedings.

Skill in operating business computers and office machines, including in a Windows environment,
specifically Word, Excel, Access, and presentation software (such as PowerPoint).

Skill in preparing reports and correspondence.

Skill in records management.

Ability to communicate effectively both verbally and in writing.

Ability to establish and maintain professional relationships with individuals of varying social and cultural
backgrounds and with co-workers at all levels.

Ability to maintain confidentiality.

Ability to work independently and meet strict timelines.

Ability to make solid decisions and exercise independent judgment.

Ability to be persuasive and tactful in controversial situations.

Ability to define problems, collect data, establish facts, and draw valid conclusions.

Ability to prepare accurate, complete, and legible reports and create and present detailed, accurate,
objective, and effective speeches and presentations.

Ability to travel out of state throughout the year

Physical Demands

While performing the duties of this job, the employee regularly is required to sit; use hands to finger, handle, or
feel; reach with hands and arms; and talk or hear. The employee occasionally is required to stand; and walk.
The employee must occasionally lift and/or move up to 25 pounds.

Work Environment

Work is generally performed in an office and court setting with a low noise level.
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