
• Perform responsible secretarial duties.
• Run, Mark, Copy, Distribute, Check In and pull scheduled daily General Sessions and Criminal
  Court Dockets. This requires lifting a minimum of 40 pounds.
• Order case files from county agencies.
• Assemble data and prepares reports, using word processing packages, databases, and/or
  spreadsheets as needed.
• Answer correspondence. • Answer correspondence. 
• Type various documents and make corrections to formatting, spelling, punctuation, and
  grammar.
• Transcribes dictation.
• Answer phones. 
• Handles complaints and inquiries, both in person and by telephone.
• Communicates with attorneys, clients, various court officials, and the public.
• Request medical records, labs, NCIC and certified copies of convictions. • Request medical records, labs, NCIC and certified copies of convictions. 
• Copy, fax, scan and file legal documents. 
• Cross-train and cover other support staff duties.
• Working Knowledge of the policies, procedures, laws, and regulations governing various
   activities of the department.
• Sort and distribute mail.
• Make decisions on how to process case files.
• Read and interpret various records.• Read and interpret various records.
• Maintain stats and purge disposed cases.
• Enter Out-of-County Information. 
• Check-in/Process incoming county agency files and verify checklist of items 
  received prior to distributing files to Assistant DA for indictment.



Prioritization 
Respectfulness
Team oriented 
Accuracy
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