|l UNIT: Pre-Trial Diversion ' ELSAﬁ Non-Exempt DATE: 06-2026

SECRETARY

i

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 for the Pre-Trial Diversion Division. Greets
visitors, answers calls and e-mail, takes messages, and answers questions. [vIakes
appointments for staff mernbers and coordinates appointments and meetings.
Essential functions are as follows:

e Greets visitors, answers questions, and assists with appeintments.

» Receives, screens, routes, and/or answers incoming telephone calls.

* Assists callers such as clients, social §ervice 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 <o 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 roll at
meetings.

*  Maintains applications received to the pre-trlal 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.
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* Records, transcribes, and types minutes of the meetings of the Citizens’ Advisory
Committee on Prosecution.

* Pulls applicant or client files for quality assurance reviews, staff use, cr meetings.

* Maintains computer and hard file systems of all pertinent papers, documents, and
case files. ,

* Prepares judicial correspondence related to application process, including
letters/forms of approval, denial, rejection, motions, orders, and status notices.

*  Sends copies of Nolle Pross Orders and client profile information to the Alabama
Bureau of Information as cases are processed by the District Attorney.

* Prepares and mails packets containing agenda, minutes, statistical data,
investigative reports, and year end reviews to members of the Citizens’ Adviscry
Commission on Prosecution.

* Maintains client list and status log indicating date of intake, progress, and
completion of the program. |

*  Maintains updated log of applicant and client addresses and telephone numbers.

= Maintains information concerning arrests of prior clients.

* Maintains updated case files by removing dormant files when clients complete the
program, have been officially rejected, or withdraw form the prograrm.

= Maintains chronological order of files and places older dormant files in storage, as
directed by the Director of Pre-Trial Diversion Program; maintains files in
warehouse storage.

C. Maintains office supplies and other needs; coordinates transporting of files to
storage; prepares requisitions for equipment repairs or purchase, as needed.
Essential functions are as follows:

* Maintains inventory of office supplies and equipment to maintain adequate supplies
for staff needs.

* Prepares requisitions for equipment repairs or purchase.
KNOWLEDGE, SKILLS. AND ABILITIES

* Knowledge of the District Attorney’s office policies and procedures and operations.

= Knowledge of the policies and procedures related to the Pre-Trial Diversion
Program, in accordance with Alabama Pre-Trial Diversion Statute - Act 706.

= Knowledge of accepted protocol when handling telephone calls and addressing
staff or visitors, including the proper use of titles for officials.

* Knowledge of business English including proper grammar, sentence structure,
spelling, punctuation and vocabulary as needed to prepare reports, correspondence,
legal documents, statements, orders, etc.

* Knowledge of word processing applications, using typewriters and computer
software.

= Knowledge of legal terminology as needed to interpret and prepare legal documents
and correspondence.

= Knowledge of standard record keeping, clerical methods, and legal procedures.
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Skill in oral communication to include using tact and diplomacy; being articulate
and concise; diffusing tense situations and being empathetic in order to relay,
exchange, or secure important information.

Skill in the use of word processing applications and spreadsheets.

Skill in writing to include clarity, conciseness, logical ordering of ideas, use of
proper sentence structure, spelling, punctuation, vocabulary, and grammar, as
needed to compose, edit, and proof legal documents and correspondence.

Ability to establish effective working relationships with applicants, clients, judicial
system staff, law enforcement officials, social service providers, employers,
counselors, victims of crime, community leaders, and others.

Ability to effectively communicate verbally with applicants, clients, judicial system
staff, law enforcement officials, social service providers, employers, counselors,
victims of crime, community leaders, and others.

Ability to handle information of a sensitive and confidential nature and to maintain
the confidentiality of legal, criminal, or personnel issues using good judgment and
knowledge of what information can be provided or released.

Ability to appropriately screen telephone calls and visitors, apply and interpret
department policies and procedures, provide guidance to employees in other
departments, and properly handle or process paperwork.

Ability to communicate in writing in order to prepare documents, legal documents,
memos, forms, etc.

Ability to maintain patience and display tact, compassion, and understanding when
dealing with demanding employees, citizens, attorneys, public officials, media, or
others and when confronted by stress or deadlines.

Ability to make recommendations concerning office operations or the purchase or
replacement of office equipment. h

Ability to work independently and without close supervision, including
determining work priorities and performing in an efficient manner.

MINIMUM QUALIFICATIONS

High school diploma or GED equivalent.
One year of secretarial/receptionist experience at the executive level preferred.
Must have typing proficiency, computer skills, and Dictaphone skills.





