
MISSAUKEE COUNTY 
 

Title:  Office Manager   Department:  Prosecuting Attorney   
 

Purpose: 

Works under the authority, guidelines and supervision of the Prosecuting Attorney (PA). The Office 

Manager is responsible for and controls the administrative aspects of the probate, criminal and crime 

victims’ rights segments of the Prosecuting Attorney’s office. He/she also coordinates and controls all 

record keeping, document preparation, scheduling, witness contacts and court attendance. Oversees PA 

secretary and crime victim rights advocate positions.  
 

Responsibilities/Essential Job Functions:  
An employee in this position may be called upon to do any or all of the following essential functions. 

These examples do not include all of the duties, which the employee may be expected to perform. To 

perform this job successfully, an individual must be able to perform each essential function satisfactorily. 
 

1. Prepares warrants, subpoenas, search warrants, witness lists, motions, writs and 

orders in criminal cases. Obtains necessary documents and exhibits for trials, hearings 

and examinations. Files documents in court. 

2. Assists in preparation/prepares all reports required of the office (state reporting, 

county budgets, etc.) as assigned. 

3. Maintains and controls criminal docket. Subpoenas all witnesses. 

4. Maintains and files records as required by the state and courts. 

5. Screens incoming correspondence, reports and legal documents, processes and 

distributes to staff within the office as appropriate.  

6. Assists in all inquiries and acts as a liaison between the PA’s office and outside 

parties (i.e., with public, law enforcement, public defenders, etc.) 

7. Assists PA and Assistant PA in legal research. 

8. Provides 24 hour per day, 7 days per week on-call assistance to the PA for search 

warrants/arrest warrants requested by law enforcement. 

9. Acts as IT coordinator between the PA’s office and CVR (VINE) computer and 

PAAC-PAAM, and ensures servers are properly functioning (VINE server for CVR 

information and PAAC-PAAM server for adult and juvenile case tracking systems). 

10. Attends PAAM and related seminars and keeps up-to-date regarding new laws, rules 

and procedures in criminal law. 

11. Maintains all office files, records, calendars, accounts, and computer data. 

12. Delegates/supervises work assignments to Crime Victim Rights Advocate and 

Prosecuting Attorney Secretary. 

13. Authorized by the Prosecuting Attorney to supervise, carry out annual performance 

evaluations, minor discipline, and recruitment/selection of Crime Victim Rights 

Advocate and Prosecuting Attorney Secretary positions. 

14. Provides back-up assistance to Prosecuting Attorney Secretary for preparation of 

juvenile cases.  

15. Acts of behalf of the PA regarding normal office matters during PA’s absence. 

16. Performs other duties and responsibilities as assigned. 

17. Acts as liaison for special prosecutor attorney requests. 

 



18. Coordinates special events both in the office and in the community to support the PA 

office. 

19. Prepares and submits Crime Victim Advocate Grant Annually.  Once grant is 

approved, prepares and submits quarterly reports and attempts to ensure County is 

receiving money from grant. 

20. Monitors expenses for DHHS cases and submits invoices monthy for reimbursement. 

21. Reconciles credit card statement(s) monthly, attempting to ensure all charges are 

correct and submits for payment. 
 

 

Employment Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities and minimum 

qualifications necessary to perform the essential functions of the position.  

 

1. Associates Degree in secretarial sciences/business administration, two years legal 

experience, or Legal Assistant degree preferred.   

2. Must have ability to operate a desktop computer and operate MS Windows-based 

software programs. 

3. Must type quickly/accurately and be able to draft correspondence and various legal 

documents.  

4. Must possess ability to conduct research and utilize specialized software packages such as 

Law Desk, West Law, Lexus, or comparable research resources.   

5. Must be able to maintain office confidentiality and handle stressful situations. 

6. Must be able to read, write and communicate effectively, both orally and in writing.   

7. Must be clean, have a pleasant, caring manner, be helpful and able to work well with 

other people. 

 

Physical Requirements: 
This job requires the ability to perform the essential functions contained in this description.  

These include, but are not limited to, the following requirements: 
 

1. Ability to use office equipment such as telephone, fax machine, calculator, Dictaphone and 

computer software, including word processing, database and electronic mail/Internet/world 

wide web.  

2. Ability to sit in a chair at a desk for extended periods. 

3. Ability to stand and walk in order to travel between desk and adjacent offices and to meet 

customers for assistance. 

4. Ability to bend over to access files. 

5. Ability to lift five pounds regularly and occasionally, up to 15 pounds. 

6. Ability to hear, see, and speak English. 

 

Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 

or more of these requirements. 
 

  



 

Working Conditions:  
1. Works in an office environment, daily shift is 8:30 AM to 5:00 PM with ½ hour unpaid 

lunch. 

2. May be required to occasionally attend meetings outside the normal work schedule with 

advance notice provided. 
3. Involves exposure to individuals charged and/or convicted of a variety of criminal offenses.  

4. Requires occasional trips from PA office to Missaukee County Courthouse. 

 

Fair Labor Standards Act (FLSA) Status:   

Non-exempt  
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