
MISSAUKEE COUNTY 

 
Title:   Secretary       Department:   Prosecuting Attorney  

 

Purpose: 
The Secretary for the Prosecuting Attorney’s office is responsible for handling the routine office 

support functions of the PA’s office for all child support cases for Missaukee County. The 

Prosecuting Attorney’s office represents the State of Michigan in obtaining federal 

reimbursement (IV-D Program) from absent parents where the custodial parent is receiving or is 

eligible for public assistance. Typical cases include paternity, non-support, emancipation of 

minors, and Uniform Interstate Family Support Act (UIFSA) cases.  

 

Responsibilities/Essential Job Functions: 
Any 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. Filing, maintains Prosecuting Attorney calendar in Outlook, inputs notices into ACT 

system. 

2. Provides/emails discovery documents to defense counsel. 

3. Assists public as needed with questions regarding child support matters. 

4. Processes referrals from Family Independence Agency to initiate child support cases. 

Processes UIFSA cases when absent parent is found located in Missaukee County. 

5. Schedules appointments with custodial parents as necessary to process cases; 

facilitates case settlement whenever possible with absent parents via mail or 

telephone.  

6. Files cases with the County Clerk’s office, arranges proof of service for absent parent. 

7. Assists prosecutor with all cases that require court hearings.  

8. Arranges paternity blood draws and other genetic testing as appropriate with all 

parties. 

9. Provides basic support for office computers and handles all problems pertaining to the 

CSES/criminal computer system. Ensures daily and monthly computer back-ups are 

occurring. 

10. Prepares all child support, paternity, and UIFSA orders, obtains signatures and files 

with the court as required. 

11. Prepares and submits all monthly and quarterly reports as required (i.e., grant 

reporting, state of MI reporting). 

12. Participates in seminars and other continuous learning opportunities specific to job 

responsibilities. 

13. Keeps up-to-date on court rules and adjusts forms and procedures accordingly. 

14. Prepares petitions for juvenile cases in which the prosecutor is involved. 

15. Provides back-up support to Prosecutor’s Office Manager position with criminal case 

load as needed, i.e., prepares warrants, subpoenas, search warrants, and contacts 

witnesses/victims prior to court hearings. 

16. Performs other related duties as assigned. 

 

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. Work requires graduation from high school.  An Associate’s Degree in Business 

Administration or related field is preferred. 

2. Requires at least one (1) year of previous office/clerical experience. 

3. Considerable knowledge of local, state and federal law as it pertains to child support 

matters. 

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

software programs. 

5. Must type accurately and have basic bookkeeping skills and be able to draft letters. 

6. Must be able to read, write and communicate effectively.   

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 sit in a chair at a desk for extended periods. 

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

customers for assistance. 

3. Ability to bend over to access files. 

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

5. 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. 

 

Fair Labor Standards Act (FLSA) Status: 
Non-exempt. 
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