Office Administrator

Department County Attorney
Classification Grade 12

Reports to County Attorney
Unit Non-union
Supervises Legal Secretary (2)

FLSA Status Non-exempt

Position Description

Supervise the administrative support staff in the County Attorney’s Office. Assist the County
Attorney with budget preparation and fiscal management. Coordinate technical and systems
support for users in the County Attorney’s Office.

Essential Duties and Responsibilities
Supervisory Responsibilities

e  Assist the County Attorney with personnel actions including hiring, transfer, promotion,
discipline, suspension, and discharge.

e Assign, direct, and evaluate the work of administrative support staff.

e  Conduct performance evaluations and recommend rewards or disciplinary actions.

e Address and adjust grievances in accordance with collective bargaining agreements.

e Lead staff in developing and implementing departmental mission and service delivery plans
consistent with County goals and budget.

Office Administration

e  Supervise and direct all administrative support functions within the County Attorney’s
Office.

e Provide professional, confidential legal secretarial and administrative support to the
County Attorney.

e Serve as primary liaison with external agencies regarding office operations, case
management, and trial preparation.

e Ensure public and agency inquiries are routed appropriately and handled efficiently.

e Oversee preparation of statistical, operational, and mandated reports.

e  Supervise and train support staff in legal office procedures, case management systems,
records retention, and trial preparation processes, including witness and evidence
coordination and preparation of legal notices.

e Maintain responsibility for office records retention in compliance with applicable laws and
policies.
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Budget Management

e Assist in preparation of the annual department budget.

e  Provide fiscal oversight by projecting expenses and monitoring expenditures.

e  Oversee forfeiture budget accounts.

e Provide year-to-date account balances and budget comparison reports.

e Evaluate and authorize expenditures including equipment, furniture, and supply purchases.

Information Systems Administration

o Serve as department administrator for technology applications and programs.

o Manage user access, passwords, permissions, and ensure compliance to maintain system
integrity.

o Coordinate technical assistance, training, troubleshooting, system updates, and
modifications for office staff.

e Collaborate with the State Court System to administer and support MNCIS and Odyssey
information systems.

e Provide ongoing training and support to the County Attorney and Assistant County
Attorneys on system use.

Qualifications and Knowledge, Skills and Abilities

Minimum qualifications

e High school graduation or equivalent

e 4 years post-secondary education in legal administration or related field, or 4 years relevant
work experience, or equivalent combination (equate to 4 years)

e Successful completion of a MN Bureau of Criminal Apprehension (BCA) background check,
contingent upon a job offer

e Eligible to become a Notary Public in the State of MN

e Eligible for certification as a Criminal Justice Information System (CJIS)/National Crime
Information Center (NCIC) operator by the BCA

Knowledge, Skills and Abilities

Knowledge: Proper formats to be used in the preparation of legal forms and documents. Legal
terminology and procedures. Criminal complaint, juvenile petition, and coding systems. Various
courts and their procedures. Adhere to all laws, statutes, policies and rules with the essential
level of confidentiality and safety required of the position.

Skills: Human relation skills to effectively deal with a wide range of customers and pertinent
issues. Proficient in using automated systems relevant to the position. Communicate
effectively both orally and in writing with all stakeholders relevant to the position. Detail-
oriented with strong organizational skills, accuracy, and problem solving.

Abilities: Effectively prioritize work, exercise effective time management, multitask. Thorough,
organized and detail-oriented approach to work. Evaluate work processes and apply continuous
improvements to ensure efficiency. Attend trainings/meetings/make office deliveries, on an as
needed bass, via a reliable means of transportation. . Establish and maintain effective working
relationships. Follow established procedures and directives from supervisors.
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Preferred Qualifications

Education beyond the minimum qualification

Work experience with budgets

Work experience in a supervisory or lead role

Work experience within another county legal department (i.e. County Attorney, Court
Administration or other government entity legal department (i.e. City Attorney, public
defender, defense work) or criminal law

Work experience with LETG, MCAPS, Odyssey computer systems

Physical Requirements

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking
and standing are required only occasionally and all other sedentary criteria are met.

Note (Management Right)

The above position description is intended to represent only the key areas of responsibilities;
specific position assignments will vary depending on the business needs of the department.
Regular attendance on the job and the performance of other duties as assigned are required.
The County retains the discretion to add or change the contents of this position description at
any time.

Revision date 02/18/2026
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