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DEPARTMENT: Public Defender  CLASS NUMBER: 31205 
CLASSIFICATION: Legal Secretary  PAY GRADE: 5 

 
PURPOSE OF CLASSIFICATION 
 
The purpose of this classification is to perform secretarial work in a legal office environment to ensure efficient office 
operations. 
 
ESSENTIAL FUNCTIONS 
 
The following duties are normal for this classification. These are not to be construed as exclusive or all-
inclusive.  Other duties may be required or assigned. 
 
Greets visitors and answers telephone providing information, assistance, and direction; takes and delivers messages.  
 
Opens, sorts, files, and distributes mail. 
 
Maintains misdemeanor and juvenile case files: creates/opens case files; enters case information into computer 
database; files motions and other case documents into case files; retrieves client files scheduled on court docket; assists 
in maintaining closed case files; assists with records retention. 
 
Maintains calendars for attorneys; schedules court dates, meetings, appointments, interviews, or other activities. 
 
Screens telephone calls, mail, e-mail, and other communications and initiates appropriate action/response; returns calls 
for attorneys as needed; contacts clients who fail to appear for court proceedings or meetings; keeps attorneys/staff 
informed of significant matters, messages, documentation, or other information. 
 
Prepares reports, correspondence, memoranda, and other legal documents; performs a variety of clerical tasks including 
typing, copying, filing, data entry, etc.  
 
Assists clients in completing financial forms; determines eligibility and notarizes forms as needed; delivers files to 
attorneys in court when needed. 
 
Monitors inventory of department supplies and forms: ensures availability of adequate materials to conduct work 
activities; initiates requests/orders for new or replacement supplies; picks up supplies when needed. 
 
Maintains confidentiality of departmental issues and documentation. 
 
Performs related duties as directed. 
 
 
MINIMUM QUALIFICATIONS 
 
High school diploma or GED; supplemented by vocational/technical legal secretarial training plus up to one year 
relevant work experience; or any combination of education, training, and experience which provides the requisite 
knowledge, skills, and abilities for this job. May require possession and maintenance of valid State of Ohio Notary 
Public certification. 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze data.  Includes 
exercising discretion in determining data classification, and in referencing such analysis to established standards for 
the purpose of recognizing actual or probable interactive effects and relationships.   
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Human Interaction: Requires the ability to apply principles of persuasion and/or influence over others in coordinating 
activities of a project, program, or designated area of responsibility. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate and control the actions of 
equipment, machinery, tools and/or materials requiring complex and rapid adjustments.  
 
Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data and 
information. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication and division; ability to 
calculate decimals and percentages; may include ability to perform mathematical operations with fractions; may 
include ability to compute discount, interest, and ratios. 
 
Functional Reasoning: Requires the ability to apply principles of rational systems; to interpret instructions 
furnished in written, oral, diagrammatic, or schedule form; and to exercise independent judgment to adopt or modify 
methods and standards to meet variations in assigned objectives. 
 
Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in situations involving 
evaluation of information against measurable or verifiable criteria. 
 
Physical Ability: Tasks require the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight (5-10 pounds). Tasks 
may involve extended periods of time at a keyboard or work station. 
 
Sensory Requirements:  Some tasks require the ability to perceive and discriminate visual cues or signals.  Some 
tasks require the ability to communicate orally. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 
conditions. 
 
 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer.  
 
 


