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 CEDAR COUNTY 
JOB DESCRIPTION 

                10/2018 

Title: Legal Assistant I 

Department: Cedar County Attorney FLSA: Non-Exempt 

Pay Grade: 13 Reports To: County Attorney 
 
 

PURPOSE OF POSITION 

Under supervision to perform a variety of routine clerical duties involving legal work and assisting in the 
timely prosecution of criminal cases and related duties of the County Attorney's office. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

The following duties are normal for this position. These are not to be construed as exclusive or 
all-inclusive. Other duties may be required and assigned. 

 Transition the office to a “paperless” environment. Note: During this transition and into the future 
other counties have typically hired one to two additional staff members and the Legal Secretary 
and Legal Assistant are absorbing all of these duties with no additional staff. 

 Maintain office files: Keep all files in an orderly manner and prepare filing system directions for 
other users. Assist in documenting, scanning and destruction of files that need to be archived or 
disposed of according to the Iowa County Records Retention Policies. 

 Handle correspondence: Draft letters and respond to individuals needing written communication. 
Draft and compose letters when requested by staff. Be sure all correspondence is mailed in a 
timely manner. 

 Maintain/Purchase office equipment: (Ex. Scanners, copies, fax machines, computers, printers, 
etc.) Operate, clean regularly, and recommend to the supervisor maintenance needs for all office 
equipment. Research equipment options and pricing and present them to the County Attorney 
when new equipment is needed. 

 Claims: Prepare and file claim forms and retiree health insurance reimbursements. Ensure that 
expert witnesses involved in jury trials receive the proper documents and return them to our office 
to be reimbursed for their testimony. Draft and prepare orders for the Court for reimbursement of 
expert witness testimony in District Court cases and ensure that they are provided to the 
appropriate State Agency in a timely manner. Prepare non-expert witness documents and claim 
forms and provide them to witnesses to submit to the Clerk of Court for reimbursement. 

 Budget: Track budget line items to provide information to assist other staff in the preparation of 
the annual budget. Draft and prepare salary letter annually. 

 Contact Law Enforcement Agencies to gather reports, photos, witness statements, etc. for 
Magistrate Court Cases. 

 Record and track all defendants that are on unsupervised probation in District and Magistrate 
Court cases. Prepare, draft, copy, and mail reminder letters to defendants on unsupervised 
probation. Research and bring to the attention of the County Attorney or Assistant County Attorney 
defendants that may need to have their unsupervised probation revoked. Draft and prepare Court 
documents to revoke or discharge those on unsupervised probation. 

 Maintain logs for Magistrate and District Court cases. 
 Maintain Schedule/Calendar for Magistrate and District Court cases as well as Magistrate and 

District Court Jury trials. 
 Maintain Schedule/Calendar for Juvenile Court. 
 Review and screen child abuse reports for priority and forward to the Assistant County Attorney. 
 Review, disburse to appropriate staff, or file with the Court, incoming mail. 
 Draft plea agreements, orders and miscellaneous legal documents. 
 Review, schedule, and filed District Court documents in the appropriate case files. 
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 Review and file mental health commitment and juvenile court documents from the Court in the 
appropriate case files. 

 Draft and prepare victim restitution letters and contact victims regarding restitution. 
 Draft and prepare victim registration letters, follow-up after letters have been sent and then file the 

documents with the Clerk’s office and the State when they are returned. 
 Draft and prepare victim impact letters, follow up after letters have been sent and then file the 

documents with the Clerk’s office and the various agencies that are to receive the documents. 
 Notify and subpoena witnesses for trials and hearings in Magistrate Court and District Court cases 

and coordinate/set up meetings with the witness and the County Attorney/Assistant County 
Attorney. 

 Coordinate with defense attorneys and the County Attorney/Assistant County Attorney regarding 
the scheduling of depositions. 

 Schedule and subpoena witnesses for depositions, set up meetings prior to depositions with the 
County Attorney/Assistant County Attorney and the witnesses and set up court reporters for 
depositions. 

 Notify and subpoena witnesses for Magistrate Court trials. 
 Monitor to make sure all subpoenas have been served in a timely manner. 
 Provide assistance to the County Attorney and Assistant County Attorney with whatever they need 

assistance doing. 
 Prepare a bulletin for law enforcement which provides potentially important and useful information 

which law enforcement can use in the performance of their job. 
 Work with defense counsel concerning discovery issues, scan in all discovery items and forward 

them to defense counsel. 
 Draft and prepare correspondence on a variety of legal matters. 
 Draft and prepare miscellaneous court documents. 
 Assist the County Attorney or Assistant County Attorney in setting up and/or running equipment for 

trials or hearings. 
 Assist with handling telephone calls and appointments and walk-ups for citizens with questions 

concerning the County Attorney’s Office. 
 Maintain confidentiality of records which require confidentiality. 
 Establish and maintain effective working relationships with county officials, employees and the 

general public. 
 Maintain regular and punctual work attendance. 
 Perform related duties as required. 
 Assist with keeping the office clean, organized and a workable environment. 
 Collecting past-due fines for the county and state to include corresponding with debtors, 

filing payment plans, filing garnishments, following up and monitoring all payment plans, 
downloading all collection files, maintaining the financial information with regards to 
collections. These job duties started 7/1/18 and are becoming more and more time 
consuming. As of 10/18/18 there were over 550 active collection accounts. 

 
SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities. 
 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 
EDUCATION and/or EXPERIENCE 

 
Graduation from High School or GED. General knowledge of commonly used rules, procedures, 
operations, practices, or routines such as could be acquired in less than one year of prior clerical/office 
experience. 
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LANGUAGE ABILITY 
 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals. Ability to write routine reports and correspondence. The ability to converse fluently in 
the English language. 

 
MATHEMATICAL SKILLS 

 
The ability to use addition, subtraction, multiplication and division using whole numbers, fractions and 
decimals, including the ability to perform these operations using units of money and weight, distance and 
volume measurement. 

 
COGNITIVE DEMANDS 

 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 
form. Ability to deal with problems involving several concrete variables in standardized situations. 

 
CERTIFICATES, LICENSES, REGISTRATIONS 
None required. 

 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of the job, the employee may be required to sit or stand for extended periods 
of time, to use hands to finger, handle or feel objects and to operate word and data processing equipment, 
to be able to reach with hands and arms including reaching and lifting objects up to 10 pounds above the 
head while standing or sitting, and to climb and balance on a step stool or small ladder to reach books 
and/or documents on shelving above the head. Specific vision abilities include close vision and distance 
vision and the ability to adjust focus so as to be able to review documents and text on the written page or 
electronic media. The employee must have the ability to hear clearly and understand normal conversation 
and the ability to speak clearly and distinctly. 

 
ENVIRONMENTAL ADAPTABILITY 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
The noise level in the work environment is usually quiet. 

 
ACKNOWLEDGEMENT 

 
I have carefully read and understand the contents of this job description. I understand the responsibilities, 
requirements and duties expected of me. I understand that this is not necessarily an exhaustive list of 
responsibilities, skills, duties, requirements, efforts or working conditions associated with the job. While 
this list is intended to be an accurate reflection of the current job, the Employer reserves the right to revise 
the functions and duties of the job or to require that additional or different tasks be performed as directed 
by the Employer. I understand that I may be required to work overtime, different shifts or hours outside the 
normally defined workday or workweek. I also understand that this job description does not constitute a 
contract of employment nor alter my status as an at-will employee. I have the right to terminate my 
employment at anytime and for any reason, and the Employer has a similar right. 

 
 

Employee’s Signature Date Department Head Date 
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Cedar 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 prospective employees and incumbents to 
discuss potential accommodations with the Employer. 
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