
SECRETARY

UNIT:  Pre-Trial  Diversion  ELSA:  Non-Exempt  DATE : 06-2026

NATURE OF WORK: The purpose of this job classification is to provide secretarial
support for the Pre-Trial Diversion Program, including the Director, Assistant
Director/Case Manager, and Intake Officer. The job incumbent provides receptionist
functions for the unit; prepares correspondence and documents in accordance with
the Pre-Trial Diversion Procedures Manual', records and transcribes minutes of
meetings held by the Citizens’ Advisory Committee on Prosecution; maintains case
files and other document files via personal computer and hard file system; types and
sends orders and other legal documents to outside agencies; maintains office supplies
and equipment.

MAJOR DUTIES AND TASKS : The following job description was developed through a
Job Analysis to include the major and most frequent duties and tasks; however, the job
may involve other cross-functional duties within the District Attorney’ s Office, as needed.

A. Performs receptionist functions fob the Pre-Trial Diversion Division. Greets
visitors, answers calls and e-mail, takes messages, and answers questions. Makes
appointments for staff members and coordinates appointments and meetings.
Essential functions are as follows :

Greets visitors, answers questions , and assists with appointments .
Receives , screens , routes , and/or answers incoming telephone calls .
Assists callers such as clients, social service agencies , counselors , police, court
officials , employers , and others with information and status related to diversion
program activities .
Maintains confidentiality of all information and conversations related to cases .
Maintains the Director ’ s calendar of activities ; coordinates appointments for staff
members .
Contacts members of the Citizens ’ Advisory Committee on Prosecution before
scheduled meetings , prepares agenda, keeps records of attendance, and calls ro ll at
meetings .
Maintains applications received to the pre-trial diversion program in chronological
order .
Receives and routes incoming and outgoing mail and other papers/documents .

B, Prepares correspondence, papers, documents, and reports for the Pre-Trial
Diversion Program; records and transcribes minutes of the Citizens ’ Advisory
Committee on Prosecution ; processes applications; maintains computer and hard
files for the Pre-Trial Diversion Program. Essential functions are as follows:

Prepares correspondence, papers , documents , and reports .

starting salary $33,480








