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) Military justice. Review and provide technical oversight and support for witness procurement, court-martial orders, and other administrative documents. Manage the administrative aspects of court-martial processing, to include reviewing documents requiring General Court-Martial Convening Authority action for administrative and technical accuracy. Sign official court-martial documents and orders on behalf of general and special court-martial convening authorities. Provide technical support and advice for automated trial preparation, presentation, and case management. Plan, resource, establish, and furnish courtroom facilities in both garrison and deployed environments. Serve as recorders on administrative boards in USAR and NG organizations (RC only).



(b) Legal operations. Manage the overall legal support for Army core legal disciplines (administrative law, civil law, claims, international law, legal assistance, and military justice), and operational law. Formulate, recommend, and execute policy for the Staff Judge Advocate (SJA).  Subject matter expert in all Army battle command and legal automated systems associated with legal operations. Provide technical advice on the legal operations SOP.



(c) Legal operations support for deployments/redeployments. Responsible for the deployment, sustainment and reconstitution of the legal office. Deploy with the Office of the Staff Judge Advocate (OSJA) cell to provide quality legal services to the command in the forward area of operations. Coordinate with staff elements and higher headquarters to ensure the office is properly manned, equipped, trained, and funded to support legal operations. In accordance with AR 27-20 and the Foreign Claims Act, coordinate with U.S. Army Claims Services to establish a Foreign Claims Commission to settle foreign claims. Serves as claims investigating officer and foreign claims commission to investigate, review, and process all claims in the U.S. Army area of responsibility. Responsible for acquiring adequate facilities and resources for OSJA cells, to include separate facilities for the military judge, defense counsel, trial counsel and legal assistance. Serve as a pay agent for foreign claims. Serve as an SJA representative in the Tactical Operations Center (TOC), convoy commander, field ordering officer, duty officer, and linguistic support coordinator.



(d) Information operations. Serve as the information management officer and direct the SJA information management program. Serve as a liaison with G6 and/or Director, Information Management for Command, Control, Communication, Computers, and Intelligence (C4I) support. Ensure all automated systems within a legal office are properly accredited. Provide procedural guidance, technical assistance, and training to commanders and their staff, and legal personnel relating to C4I and legal automation systems. Provide procedural guidance, technical assistance, training to commanders and their staff, legal personnel and commanders and their staff relating to C4I and legal automation systems. Responsible for review and accuracy of office web pages. Plan, coordinate, procure, operate, secure, and maintain C4I equipment across the range of military operations. Locally manage the Judge Advocate Warfighting System (JAWS) and ensure integration into other Army systems. Ensure proper operation of JAGC-specific automated systems and software applications to include granting security access to protect against breaches of attorney-client confidentiality.



(e) Resource management. Provide comprehensive management of all resources including personnel manning documents (military and civilian), budget, travel card program, logistics, facilities, research material, and technical equipment. Analyze, develop, procure, and implement programs to enhance the effectiveness and efficiency of legal operations. Monitor legal research accounts for efficient use of resources. Action officer on force management issues, including Reserve Component integration or mobilization. Serve as management control officer for all legal processes requiring management control. Review and analyze material weaknesses, and make recommendations for appropriate corrective actions. Responsible for all contracts required for legal operations.



(f) Human resource management. Advise the SJA on the professional climate within the OSJA.  Responsible for personnel actions, to include awards, evaluations, rating schemes, orders, deployment processing, duty rosters and warrant officer recruitment. Supervise all aspects of civilian personnel management, to include position description development, recruitment, pay, time and attendance issues, training, awards, and other personnel actions.  Coordinate and support the Funded Legal Education Program (FLEP), summer intern program, and summer hire and volunteer programs. Serve as protocol officer with responsibilities for award ceremonies, promotions, and visiting dignitaries. Serve as adjutants or assistant adjutants in legal support organizations (RC only).



(g) Security. Serve as security manager for assigned organizations. Responsible for all security requirements in accordance with applicable regulations. This includes physical security, information protection, Information Management Systems Security (IMSS), Communications Security (COMSEC), personnel security, and emergency contingency plans.  Coordinate with military agencies for proper building and personnel security in high-profile courts-martial cases.



(h) Training. Assist in managing the professional development of military and civilian legal personnel by ensuring they receive proper legal education and training. Procure funding and training quotas for all required Continuing Legal Education (CLE) courses. Establish annual training with Reserve Component personnel to allow better integration upon activation of reserve elements in support of legal operations.



(i) Document management. Provide technical guidance on the proper procedures for records management, to include the creation, handling, preservation, protection, and destruction of both electronic and hard copy media maintained in legal offices. Supervise mail and distribution.



(j) Legal operations historian. Reports operational experiences to the Center for Law and Military Operations (CLAMO) at The Judge Advocate General’s Legal Center and School. Reports annual OSJA historical input to command historians in accordance with AR 870-5.


(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) and mentors subordinate legal administrators.



(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.

