8-68. Military Occupational Specialty 270A--Legal Administrator

a. Licensing/certification requirement. None.


b. Prerequisites. DA Cir 601 series.


c. MOS 270A MOS 270A is an accession MOS. The enlisted feeder MOS is 27D.


d. Associated SQI.


(1) 0--No special qualifications.



(2) 8--Instructor.



(3) P--Parachutist.



(4) T--Transition (personnel only).



(5) Z--Research, Development, Test, and Evaluation Technician.


e. Associated ASI. 



(1) 2B--Air Assault (personnel only).



(2) 3R--Force Management.



(3) 5W--Jumpmaster (personnel only).



(4) 6M--Mobilization and Demobilization Operations.



(5) 6P--Master Fitness Trainer.



(6) 6T--Military Auditor (Reserve Component personnel only).



(7) 7Q--Training Development.


f. Qualifications.


(1) WO1/CW2 must--



(a) Complete the Legal Administrator Warrant Officer Basic Course.




(b) Complete the Judge Advocate General's School resident Legal Administrators Course.



(2) CW3 must--



(a) Meet qualifications described in paragraph f(1).




(b) Complete the Warrant Officer Advanced Course.



(3) CW4 must--



(a) Meet qualifications described in paragraph f(2).




(b) Complete the Warrant Officer Staff Course (WOSC).



(4) CW5 must--



(a) Meet qualifications described in paragraph f(3).




(b) Complete the Warrant Officer Senior Staff Course (WOSSC).


g. Duties.


(1) WO1/CW2--



(a) Manages overall military and civilian administrative functions of an Army Legal Office.




(b) Directs Office of the Staff Judge Advocate Information Management functions such as correspondence, telecommunications, records management, automation, reprographics, micrographics, forms, printing and publications and visual aids.




(c) Directs training of personnel in operation of computers, peripherals, and all off-line equipment.




(d) Analyzes legal operations to determine where automated systems will enhance legal services.




(e) Reviews internal automated legal research utilization reports.




(f) Is Chief Paralegal Administrator for Administrative Law, Claims, Criminal Law, Legal Assistance, International Law (where applicable), and administrative support services of either a Staff Judge Advocate office of a headquarters having general court-martial jurisdiction, or Staff Judge Advocate of a major command.




(g) Evaluates management data to determine how to maximize existing legal support, resources, improve effectiveness and efficiency of operations, management, and training.




(h) Develops and prepares reports pertaining to manpower staffing and utilization programs, manpower survey documents, and organization studies for legal services systems.




(i) Develops fiscal requirements, executes program budget guidance, authenticates funding obligations, and monitors all such requirements.




(j) Implements Army Law Library service policies, procedures, and systems.




(k) Authenticates legal and administrative documents.




(l) Reviews and develops technical correspondence and reports.




(m) Provides procedural instruction and guidance to or advises legal officers, commanders and staff, and senior legal noncommissioned officers in comprehensive legal technical areas.




(n) Ensures technical procedures are complied with in preparation of legal and administrative documents.




(o) Performs legal research, drafts documents, memoranda, and administrative opinions.




(p) Coordinates legal ADP communications in a tactical environment.



(2) CW3--



(a) Performs duties described in paragraph g(1).




(b) Provides guidance and technical assistance to subordinate legal elements and/or other staff elements.



(3) CW4 performs duties described in paragraph g(2).



(4) CW5--



(a) Performs duties described in paragraph g(3).




(b) Responsible for MOS proponency and career management functions.


h. Grading and position titles.  The following grades are used to code positions into one of four definable skill levels: W2 equals WO1/CW2; W3 equals CW3; W4 equals CW4; and W5 equals CW5. The grades are listed in the following standards of grade tables:



(1) Table 8-270A-1. Standards of grade TOE/MTOE.



(2) Table 8-270A-2. Standards of grade TDA.

