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SECRETARY TO CONFLICT DEFENDER  
 

DISTINGUISHING FEATURES OF THE CLASS: This is mid-level and broad ranged (simple to complex) secretarial 

and clerical work performed within the Conflict Defender’s Office. This work will involve confidentiality and extensive 

usage of legal terminology and familiarity with legal documents. The Conflict Defender will provide supervision, with 

broad leeway granted for the use of independent judgment in the application of secretarial/office methods and procedures. 

This position requires independent judgment in responding to incoming phone calls and letters from the public; managing 

a legal office, and taking care of mail, supplies, files, and reports. Supervision of lower-level office staff may occur. The 

incumbent may do other related work as required.   

 

TYPICAL WORK ACTIVITIES:  (Illustrative only) 

Prepares the necessary documents and paperwork generated by the Conflict Defender;   

Prepares and maintains a variety of case files for family and criminal court cases, including closing the case files when 

appropriate; 

Assists with preparing legal documents and correspondence;  

Acts as liaison for the Conflict Defender with other County departments, outside agencies, process servers, law 

enforcement personnel, the courts, defendants, and respondents on matters concerning office activities;  

Answers phones, arranges appointments, and helps plan the schedule of the Conflict Defender; 

Sorts, indexes, and files a variety of legal documents including legal cases, maintains records on and tracks status of court 

cases and keeps a court calendar log; 

Processes office payroll using the assigned software system;  

Initiates, processes and maintains office processes, such as purchase requisitions, record keeping, payment vouchers, etc. 

Prepares the department’s operating budget for the Conflict Defender’s review and approval; 

Opens and sorts incoming mail;  

Operates all office equipment including personal computers, copiers, calculators, fax, etc;  

May do simple research from files and other documents;  

 

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS: Good 

knowledge of standard clerical and secretarial methods, terminology, and procedures; good knowledge of standard office 

equipment including personal computers and software; ability to type at an acceptable level of speed; ability to maintain 

legal records, files, and logs; good knowledge of business English; good working knowledge of  general law office 

procedures and equipment and terminology of the court system and/or a legal office;  ability to learn quickly, to 

understand complex written and oral instructions;  to use self initiative, courtesy, and tact; to keep up with the pace of a 

modern, busy, Conflict Defender’s Office; to be able to establish and maintain effective working relationships with others 

including office staff, court and county officials, etc.  

  

MINIMUM QUALIFICATIONS:  

 

A)  Graduation from a regionally accredited or New York State registered college with an Associate’s degree in 

secretarial science, secretarial administration, legal office management or administration, legal secretary or related 

field; or 

B) Graduation from high school or possession of a high school equivalency diploma and two (2) years of legal clerical or 

legal secretarial experience, which shall have included typing; or  

C) An equivalent combination of education and experience as defined by the limits of A & B above.   

 

Special Note: Education: Your degree must have been awarded by a college or university accredited by a regional, national, or specialized agency 

recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of Education. If your degree was awarded by an educational 

institution outside the United States and its territories, you must provide independent verification of equivalency. A list of acceptable companies who 

provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay the required evaluation fee.  

 

http://www.cs.ny.gov/jobseeker/degrees.cfm

