










2015.130
Position Description

POSITION:

Legal Assistant
PLACE:
Prosecutor’s Office 

Tribal Justice Center, Plummer, Idaho

SUPERVISOR:
Prosecutor

SALARY:

$12.00 /hr.
This is a full-time benefited position that provides clerical support to the Prosecutor’s office.  
SUMMARY OF JOB DUTIES

Performing legal secretarial duties for the Prosecutor which includes the following:

1. Drafting legal documents, some pleadings and correspondence; 

2. Filing legal documents with the court for adherence to law or court procedures;
3. Must have the capacity to function independently and interface with public;

4. Responsible for maintaining accurate and confidential legal files and legal calendars; 

5. Record case dispositions and maintain conviction reports and criminal history reports;

6. Inventory of and ordering office supplies;

7. Responsible for maintaining separate budget records;  

8. Processing Purchase Orders and Travel Authorizations through the Finance Office;

9. Arrange all travel for Prosecutor;  

10. General office duties, management and maintenance;

11. Professional written and oral communication with other departments and members of the public; 

12. Maintaining strict confidentiality regarding all case and client information; 

13. Other duties as assigned.

MINIMUM QUALIFICATIONS:  
1. Must have a high school diploma or GED, and 2-years continuous work experience in a law office or in the criminal justice field.  
2. Be willing to pursue and complete a certification as paralegal.  
3. The successful applicant will have the capacity to function independently and interface directly with other departments and members of the public 
4. Valid driver’s license.  
5. Proficient with Windows office software, word processing and spreadsheets.  
6. Never have been convicted of a felony, and has not been convicted of a misdemeanor within the past 5 years. Other criminal convictions will be examined but are not necessarily disqualifying.  
7. References and dates of employment will be subject to verification.   
An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and the substance abuse policy following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period and must pass a comprehensive criminal background check.

To apply, submit a Tribal application to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851 or fax to 208/686-6216. For more information, visit our website at

http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068
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