
FLORENCE COUNTY 
DISTRICT ATTORNEY ADMINISTRATIVE ASSISTANT 

JOB DESCRIPTION 
 

POSITION SUMMARY: 
 
The District Attorney Administrative Assistant position performs secretarial support to 
the Florence County District Attorney. 
 
REPORTING RELATIONSHIPS: 
 

1. Reports and works under the supervision and direction of the Florence County 
District Attorney. 

2. Works with the District Attorney and other criminal justice agencies in 
coordinating activities. 

 
ESSENTIAL FUNCTIONS OF THE JOB: 
 

1. Serves as personal secretary to the District Attorney, which includes the 
composition of letters in response to routine inquires for information, answering 
routine questions from general public and other related office duties. 

2. Prepares correspondence and legal documents. 
3. Prepares budget of Florence County’s District Attorney’s Office and monitors 

expenditures. 
4. Scheduled, arranges meetings, conferences and appointments for the District 

Attorney. 
5. Review files and arrests made by law enforcement and process appropriate 

paperwork for the District Attorney. 
6. Maintain files of correspondence, documents and records. 
7. Provide discovery to defense attorneys upon request. 
8. Prepare bills and maintain records of payment for discovery requests. 
9. Subpoena victims and witnesses for court proceedings. 
10. Run criminal histories on defendants for the District Attorney to review. 
11. Maintain roll of TIME Agency Coordinator and maintain TIME System 

certification. 
12. Orders office supplies. 
13. Other duties as assigned. 

 
KNOWLEDGE, SKILLS & ABILITIES: 
 
 

1. Ability to work and make independent decisions on a daily basis. 
2. Knowledge of the criminal justice system and courtroom procedures, and legal 

terminology. 
3. Ability to relate to individuals from various socio-economic backgrounds. 



4. Ability to plan, organize and prioritize work tasks and maintain appropriate 
records and documents. 

5. Ability to prepare, comprehend, and interpret a variety of legal documents and 
reports. 

6. Ability to maintain financial records and prepare reports for such records. 
7. Ability to communicate effectively both orally and in writing. 
8. Ability to work with confidential records and keep confidentiality. 
9. Strong computer skills. 
10. Ability to deal with high stress situations and sensitive cases. 
11. Significant communication skills required to communicate with attorneys, 

professionals and the public about victim services. 
 


