Job Title: Legal Secretary/Victim Advocate Type: Full-Time

JOB DESCRIPTION

Reports to: Office Manager FLSA Status: Non-Exempt
Salary Schedule: Grade 4 Salary Range: $16.98-$19.39
POSITION SUMMARY

The Legal Secretary/Victim Advocate serves as a critical liaison within the Prosecuting Attorney's Office,
providing comprehensive administrative support to attorneys and compassionate advocacy for victims of
crime. This dual role requires the ability to perform legal administrative tasks while ensuring victims are
informed, supported, and guided throughout the legal process.

ESSENTIAL POSITION DUTIES & RESPONSIBILITIES

The following statements are intended as general examples of the duties of this position and are not all-
inclusive for specific positions. Other reasonable duties may be assigned.

Maintaining well organized files, preparing discovery, assisting attorneys with trial preparation
etc.

Provide case management services to victims of crime, including assessment, advocacy,
referrals, follow-up, and coordination of services.

Provide direct services to crime victims in accordance with Missouri Department of Social
Services Standards, applicable program requirements, and statutory requirements listed in RSMO
529.209.

Answering phones, greeting individuals, and answering general questions.

Act as a point of contact for victims, keeping them informed of case update and court
proceedings.

Accurate and efficient data entry of court information into case management system.

E-file motions, responses, letters, and other legal court related documents on behalf of the
prosecuting attorney.

Interact daily with other courthouse departments, personnel, and law enforcement agencies.
Provides coverage for peers as requested.

Scanning, copying, filing, and other general office support duties.

Qualifications:

Punctual & reliable attendance demonstrated at recent employer.

Excellent secretarial skills, spelling, grammar, and punctuation.

Computer proficiency (e.g., Microsoft Word, Outlook, Windows applications, Internet skills
etc.).

Be deadline oriented, attentive to detail, and possess outstanding organizational skills.
Professional attitude and demeanor on the phone and in the office.

Motivated and able to work independently without constant supervision.

Must be able to follow instructions, guidelines, and office procedures.

Hold a minimum of a high school degree with an established resume or an associate degree in
legal studies.

Prior legal experience not required but is a plus.

You can apply online at https://www.sfcgov.org/employment/ or email resumes to cschrum(@sfcgov.org.



https://www.sfcgov.org/employment/
mailto:prosecutor@sfcgov.org

The statements herein are intended to describe the general nature and level of work being performed and
are not to be construed as an exhaustive list of responsibilities, duties and skills required of personnel so
classified. Furthermore, they do not establish a contract of employment and are subject to change at any
time due to reasonable accommodation, business demands or direction by management.

All candidates must pass a pre-employment drug screen and a background check.

St. Francois County is an equal opportunity employer and is committed to fostering a diverse and
inclusive work environment. All qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, sexual orientation, gender identity, national origin, or protected
veteran status and will not be discriminated against based on disability.



