
ALCONA COUNTY 
 

Position Description 
 

 
Position Title:  Paraprofessional/Administrative Assistant – Prosecutor’s Office 
 
 
Basic Position Function and Purpose:   Provides legal secretarial and administrative services. 
 
 
Reporting Relationships:   Reports to the Prosecuting Attorney. 
 
 
Supervisor Relationships:   None. 
 
 
Required Knowledge, Skills and Abilities: 
 
High School graduate or equivalent.  Demonstrated experience in performing responsible legal 
secretarial duties for a minimum of three (3) years with a strong background in legal terminology 
and court proceedings.  Office experience must include skills in various computer programs, 
Microsoft and report writing.  Establish and maintain effective working relationships and 
communication with staff, coworkers, elected officials, legal professionals, law enforcement, etc., 
and especially with the public. 
 
Essential Functions of the Position: 
 
Assists the Prosecuting Attorney and/or the Assistant Prosecuting Attorney by providing 
administrative and secretarial services which are legal requirements of the Office and the Court. 
 
Processes mail and incoming court documents.  Establishes, maintains and closes office files.  
Requests documents from multiple governmental agencies, such as the Crime Lab, Michigan State 
Police, Department of Health and Human Services (DHHS); etc.  Obtains other needed documents 
and specimen, such as DNA testing, blood, case interviews, order support, etc. 
 
Obtains certified records from courts; performs recordkeeping and prepares reports as needed. 
 
Schedules appointments and performs public contact work. 
 
Serves as the Support Clerk for DHHS cases; interviews clients and prepares needed documents, 
records and files. 
 
Identifies and contacts eligible victims by reviewing warrants.  Creates victim files and provides 
information about Crime Victim’s Rights.  Advises victims of rights under the Public Act 87 of 1985, 
as well as available assistance and Court proceedings. 
 



Types letters for non-sufficient funds’ checks as well as truancy issues; composes needed 
correspondence on behalf of the Prosecuting Attorney and/or Assistant Prosecuting Attorney. 
 
Prepares complaints, warrants and other legal documents. 
 
Prepares correspondence, records and reports for various organizations and agencies such as the 
Cooperative Reimbursement Report and the Victim Rights Report. 
 
Assists the public in person and over the telephone with information as well as responds to various 
requests. 
 
Assists the Prosecutor with budget development and maintaining budget.  Orders office supplies.  
Operates various office equipment. 
 
Maintains contact with vendors of the Prosecutor’s Office, places orders, verifies shipments and 
authorizes payments.   
 
Participates in career development opportunities. 
 
Performs related activities and duties as directed by the Prosecuting Attorney and the Assistant 
Prosecuting Attorney. 
 
Typical Physical Demands: 
 
Office environment requires sitting for extended periods of time with some bending and stretching 
required.  Manual dexterity required for use of a computer keyboard, calculator, copy machine, 
telephone and other office equipment.  Various office, library documents and equipment can 
require carrying up to thirty (30) pounds, several times a day.  Works under some stress from the 
public and office time restraints. 
 
Typical Working Conditions: 
 
Normal office environment with stress of public contact involving sensitive legal issues and case-
sensitive deadlines.  Frequent contact with law enforcement, Court personnel, legal professionals, 
public, various County Department staff, other governmental entities, medical facilities, schools, 
State of Michigan and Federal Officials. 
 
 
The above statements describe the general nature and level of work performed by the person assigned to this 
position and are not to be construed as an exhaustive list of all required job duties.  
 
 
 
 
 


