PART-TIME POSITION

Administrative Support Staff

Court Administration/Adult Probation Departments
APPLICATIONS TAKEN UNTIL Position is Filled
Position Available:  July 3, 2024

Please submit a copy of your job application to 


     Emily Anderson


     Delaware County Court Administrator



     3100 S. Tillotson Ave., Ste. 190


     Muncie, Indiana  47302
A job application is available in the Human Resources Office, 3rdFloor, County Building 100 W. Main Street, Muncie, Indiana  47305.  A printable job application is available on line at:  http://www.co.delaware.in.us/.
NOTE:  All county applications must be submitted for filing reference in the Human Resources Office as well as delivered to the above.  If you are a county employee, you must still complete a county application.
Job Descriptions Attached 
Pay: $13.00 per hour; 26 hours per week
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	Delaware County

Job Description

	New Job Title
	Part-Time
	EEO Classification
	Administrative Support Workers

	Department
	Court Administration
	EEO4 Function
	Financial Admin

	Supervisor
	Court Administrator
	Job Grade
	N/A

	Work Schedule
	As Needed/No Set Schedule
	Status
	Part-Time

	FLSA Status
	Exempt
	Position Type
	Hired

	Job Category
	COMOT (Clerical-Comp, Office Machine Operations, Technician)
	Effective Date
	 


To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skills, and abilities required.  Delaware County provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.

RELATIONSHIPS

Reports to:  Court Administrator   



Subordinate Staff:  None



Other Internal Contacts:  Judges, Court staff, Sheriff’s Department, Clerk’s Office

External Contacts:  Attorneys, General Public, Prospective Jurors, Litigants

JOB SUMMARY

Primarily responsible in assisting the Jury Administrator/Administrative Assistant with tasks delegated by the Court Administrator and/or the Jury Administrator/Administrative Assistant.  This position works under general direction, normally performing the duty assignments as required by following all statutory requirements, methods and procedures to accomplish the task.  The assignment is performed with supervision by the Court Administrator and/or the Jury Administrator/Administrative Assistant.  This position requires that all information regarding personnel or court matters is maintained in a strictly confidential manner.  This position requires a person who is reliable and trustworthy to the fullest extent. 

JOB DOMAINS

A.  Daily Duties- 70%

1.  Work in various computer programs such as Microsoft Word, Excel, the Court’s case management system, which houses all information on court filings, including many confidential matters, the Court’s jury management system, calculator, and fax/copy/printer machine. 

2.  Answer telephone, provide general information and information regarding jury questionnaires received, summonses for jury duty and transferring calls to appropriate courts if there are questions about a particular case.    

B.  Jury Management – 30%

1.  Assist Jury Administrator/Administrative Assistant with processing of jury                            questionnaires.

2.  Issue venires; create/print panel list, create/print/mail summonses, pull questionnaires, copy for court and parties, distribute accordingly. 

JOB REQUIREMENTS AND DIFFICULTY OF WORK

1.  High school diploma or equivalency.

2.  Education and/or experience in Microsoft Office Word, Excel.

3.  Previous work experience in an office setting performing secretarial tasks.

4.  Verbal communication skills to interact with various contacts.

5.  Writing skills for correspondence.

6.  Reading skills to proof all documents prepared.

7.  Ability to comprehend instructions and guidelines.

8.  Ability to work proficiently, promptly and independently.

9.  Required to work part-time hours; not a set schedule.  Schedule is determined by Court Administrator based on the needs of the office (i.e. covering days off for the Court Administrator and Jury Administrator/Administrative Assistant). 

PHYSICAL EFFORT AND WORK ENVIRONMENT

1.  Job duties are performed in office conditions at all times. 

2.  Some lifting required of boxes (5-10 lbs.).

PROFICIENCY


1.  It may take six (6) to nine (9) months to become proficient in this position.


2.  Employee should stay current with local and statewide administrative rules, policies, and procedures, and adhere to the same to ensure continued proficiency in the position.  The employee should become proficient within six (6) to nine (9) months as new rules, policies, procedures, technology, and applications arise. 

THE ABOVE DESCRIPTION COVERS THE MOST SIGNIFICANT DUTIES TO BE PERFORMED, BUT DOES NOT EXCLUDE OTHER OCCASIONAL WORK PROJECTS OR DUTIES AS ASSIGNED BY SUPERVISORS.  THIS JOB DESCRIPTION IS SUBJECT TO CHANGE BY THE EMPLOYER AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.

DOCUMENT HISTORY

	Initial Document
	
	Original Author: Emily Anderson
	Title: Court Administrator

	
	
	Department: Court Administrator
	Date Drafted: 9/26/19

	
	
	
	

	Change 
History
	
	Revision
	Description of Changes
	Approval Date
	Approved By

	
	
	0
	Original Document 
	 3/4/2020
	Pam McCammon, HR Director

	
	
	 
	 
	 
	


The County has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee’s ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the County reserves the right to change this job description and/or assign tasks for the employee to perform, as the County may deem appropriate.
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	Delaware County

Job Description

	Job Title
	Administrative Support Staff Part-Time
	EEO Classification
	Administrative Support Workers

	Department
	Probation
	EEO4 Function
	Corrections

	Supervisor
	Chief Probation Officer/Supervisor Probation Officers/Board of Judges
	Job Grade
	

	Work Schedule
	As Needed/No Set Schedule
	Status
	Part-Time

	FLSA Status
	Exempt
	Position Type
	Hired

	Job Category
	COMOT (Clerical-Comp, Office Machine Operations, Technician)
	Effective Date
	8/7/2007


To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skills, and abilities required.  Delaware County provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.

RELATIONSHIPS

Reports to:  Chief Probation Officer/Supervisor Probation Officers/Board of Judges
Subordinate Staff:  None

Other Internal Contacts:  Prosecutor’s Office, Public Defender’s Office, Delaware County Community Corrections, Court Staff, Delaware County Jail Staff
External Contacts:
 Court Staff in other counties, Law Enforcement Agencies, Probation Department in other counties, Service Providers, Indiana Department of Corrections, Indiana Office of Court Services, General Public

JOB SUMMARY

Administrative Support Staff will provide essential administrative support to probation officers, supervisors, and the Chief Probation Officer, ensuring the efficient operation of the department. This position requires excellent communication, time management, and organizational skills, as well as the ability to handle sensitive information with discretion and professionalism.

JOB DOMAINS

1.  Perform general office duties, including answering phones, greeting visitors, managing incoming and outgoing mail, filing, photocopying, and faxing.

2.  Maintain and organize departmental files, records, and databases, ensuring accuracy, confidentiality, and compliance with applicable laws and regulations.

3.  Assist probation officers with the preparation and distribution of court documents, correspondence, reports, and other written materials, ensuring timely submission and proper formatting.

4.
Maintain an inventory of office supplies and equipment, initiating orders or service requests as needed to ensure the smooth operation of the department.

5.  Compile and maintain statistical data and reports related to probation activities, providing information and assistance to probation officers and supervisors as needed.

6. 
 Provide support for probation programs and initiatives, such as coordinating training events, preparing materials, and assisting with data entry and analysis.

7.
Maintain a professional and welcoming office environment, providing excellent customer service to clients, colleagues, and other stakeholders.

8.  Perform other duties and responsibilities as assigned by the Chief Probation Officer or designee.
KNOWLEDGE, SKILLS, AND ABILITIES

1.  Proficient in Microsoft Office Suite (Word, Excel, PowerPoint, and Outlook) and familiar with database management systems.

2.  Excellent verbal and written communication skills, with the ability to interact effectively with individuals at all levels of the organization.

3.  Strong organizational and time management skills, with the ability to prioritize tasks, manage multiple deadlines, and work independently.

4.  Attention to detail and a high level of accuracy in all aspects of work.

5.
 Ability to handle sensitive and confidential information with discretion and professionalism.

6.  Familiarity with the criminal justice system and probation operations is a plus.
WORKING CONDITIONS

1.  Most work is performed in a standard office environment. 
EDUCATION AND EXPERIENCE REQUIREMENTS

1.  High school diploma or equivalent
2.  One to three years previous job in an administrative or secretarial role preferred
PROFICIENCY

1.  It may take up to six (6) months to become proficient in this position
THE ABOVE DESCRIPTION COVERS THE MOST SIGNIFICANT DUTIES TO BE PERFORMED, BUT DOES NOT EXCLUDE OTHER OCCASIONAL WORK PROJECTS OR DUTIES AS ASSIGNED BY SUPERVISORS.  THIS JOB DESCRIPTION IS SUBJECT TO CHANGE BY THE EMPLOYER AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.
DOCUMENT HISTORY

	Initial Document
	
	Original Author: Amy Hall
	Title: HR Director

	
	
	Department: Human Resources
	Date Drafted: 11/23/09

	
	
	
	

	Change 
History
	
	Revision
	Description of Changes
	Approval Date
	Approved By

	
	
	0
	Original document
	8/7/07
	

	
	
	1
	Transfer to new template
	6/1/10
	

	
	
	2
	Update Document
	05/15/2023
	Pam McCammon


The County has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee’s ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the County reserves the right to change this job description and/or assign tasks for the employee to perform, as the County may deem appropriate.

