

JOB DESCRIPTIONPRIVATE 

Date Prepared:  
February 2014
Revised

May 2019

Position Title:  Legal Secretary/Office Manager






Department:  District Attorney's Office

Supervisor:  District Attorney

Position Overview:  Under the direct supervision of the District Attorney, the Legal Secretary/Office Manager assists the District Attorney and the Deputy District Attorney with managing schedules, coordinating meetings and travel, answering phones, and communicating with clients.  Providing administrating assistance to legal staff in the office, including the use of office systems, Administrator of new case management system, LEDS Representative, filing protocols and docket procedures.
Resources Influenced:

Annual Operating Budget:

Total Employees in your chain-of-command: 0

Reporting Positions:
Working Environment:  Work is performed in the District Attorney's office in the Morrow County Courthouse.

Qualifications:
1.
Education - Associate's degree or equivalent with emphasis in office management.

2.
Experience - Prefer three years’ experience in office and secretarial work, two years preferred to have been in a public or private law office.
3.
Equipment Used - Copy machine, paper shredder, multi-line telephone, FAX machine, computer and printer.

4.
Ability to learn and implement the procedures and practices of the District Attorney's office.
5.
Ability to make independent decisions and solve problems pertaining to the District Attorney's office.

6.
A thorough knowledge of secretarial techniques and procedures and the ability to implement them.

7.
The ability to explain complex issues in situations which are sometimes adversarial.

8.
Ability to effectively use oral and written communication in the performance of duties and responsibilities.

9.
Ability to learn and implement county procedures, regulations and requirements with respect to procurement, budget, safety, operations and organization.

10. Possession of or ability to obtain, within 30 days of hire, Law Enforcement Data System (LEDS) certification as well as Notary Public.

11. Ability to become Karpel certified as Administer.

Essential Job Functions

Physical:

1. Ability to lift 40 pounds (box of paper).
2. Ability to sit for extended periods of time.

Mental:
1. Ability to read, write and comprehend English.
2. Ability to deal calmly with clients who may be violent or agitated.
Job Duty Outline:
1. Handle the office functions and procedures of the District Attorney's office.
2. Provide administrative support for the District Attorney.
3. Manage schedules, including trial dates and hearings.

4. Ability to draft morning affidavits, and court orders for attorney review and filings.

5. Karpel Administrator in charge of maintenance; searches; importing court events, reports; daily event entries; reports; grand jury entry; sentencing data entry; discovery entry; and discovery fee collection and deposit with finance department.

6. Agency administrator with Law Enforcement Data Systems LEDS.

7. Collect reports from various police agencies and the various Sheriff’s Departments.

8. Create and maintain files for all violations, misdemeanors and felony cases.

9. Prepare documents relating to charges, sentencing, show cause, warrants and subpoenas.

10. Process and facilitate all transports, detainers and extraditions.

11. Prepare type and file legal documents and files with appropriate Courts.

12. Assist with trial preparation as requested.

13. Ability to manage and maintain sensitive and confidential information.

14. Basic knowledge of principles, practices and procedures of the judicial system.

15. Create and maintain reminders for subpoenas, motion deadlines and all other time sensitive processes.

16. Ability to organize and prioritize work.

17. Respond to informational inquiries from the public, agencies and organizations.

18. Distribute mail.

19. Oversee the office supplies and materials.

20. Maintain inventory of office supplies and materials.

21. Order supplies and materials as needed.
22. Submit and sign claims for payment.

23. Maintain inventory of office equipment.

24. Maintain and monitor department budgets.

25. Answer main phone line.

26. Respond to the public, in person, on the phone and in writing in a professional, courteous and helpful manner.

27. Calculate mileage and fees to be paid to subpoenaed victims and witnesses.

28. Create and maintain all dockets.

29. Maintain the Morrow County Law Library.

30. Generate a variety of reports required of the District Attorney’s office.

31. Schedule and facilitate the logistical aspects of the Grand Jury.

32. Submit pay applications to the County Accountant for payment.

33. Summon individuals chosen by the Circuit Court Clerk who are to be seated on the Grand Jury.

34. Generate schedule of cases to be heard by the Grand Jury.

35. Assist the District Attorney in preparing the indictments for the signature of the Grand Jury Foreman and District Attorney, in needed.

36. Process pay applications for expenses and fess for expert witnesses and other individuals involved in subpoena.

37. Ability to establish and maintain cooperative working relationships with co-workers, the public, law enforcement agencies, court staff and defense attorneys.
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