PROSECUTOR ASSISTANT 
Pay Range: $23.36 – $26.86/hr. ($48,588.80 – $55,868.80 annually) Pay dependent on qualifications and experience. 
To apply, please email lsisti@manchestermo.gov or go to https://manchestermo.gov/Jobs.aspx and complete an online application. 
ABOUT US
The City of Manchester is committed to upholding the law and ensuring justice is served within our community. We are seeking a dedicated and efficient Prosecuting Attorney's Assistant to support our Prosecuting Attorney in preparing and presenting criminal cases while upholding the highest standards of legal ethics.
POSITION SUMMARY
The Prosecuting Attorney's Assistant will work closely with the Prosecuting Attorney, providing essential administrative and legal support throughout the criminal prosecution process. This role involves case management, various administrative duties, liaising with the Manchester Police Department, and coordinating and communicating with various stakeholders.

EDUCATION AND EXPERIENCE
Required: Excellent organizational, multitasking, and time management skills. Strong attention to detail and accuracy in preparing legal documents and case materials. Proficiency in Microsoft Office Suite and legal case management software. Excellent communication and interpersonal skills.

Preferred: Previous experience in a legal assistant role or related legal support position is preferred. Bachelor’s degree in legal studies, Criminal Justice, or related field. Familiarity with criminal law and procedure. Experience working in a legal setting, especially in criminal law or prosecution. Knowledge of court processes and procedures.
 
ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Case Preparation and Management:
· Assist in organizing case materials, including evidence, witness statements, and legal documents.
· Maintain an accurate and organized case management system to ensure easy retrieval and reference of case-related information.

2. Document preparation and maintenance
· Prepare various legal documents as required by the Prosecuting Attorney.
· Maintain legal documents, memos, and correspondence as directed by the Prosecuting Attorney.

3. Courtroom Assistance and Communication:
· Coordinate court appearances by ensuring all necessary documents and materials are prepared and organized for the Prosecuting Attorney.
· Communicate with witnesses, victims, law enforcement, and other stakeholders to coordinate their participation in the legal proceedings.

4. Administrative Support:
· Manage and schedule appointments, meetings, and court dates for the Prosecuting Attorney.
· Assist in the preparation of legal documents, exhibits, and presentation materials required for court proceedings.
· Handle inquiries and provide information to internal and external stakeholders in a professional and courteous manner.

5. Confidentiality and Ethics Compliance:
· Uphold the highest standards of ethics and confidentiality in handling sensitive case information and communications.
· Ensure compliance with all legal and organizational guidelines and protocols.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position. Employees may be required to follow other job-related instructions and to perform other job-related duties as requested, subject to all applicable state and federal laws. 
 
WORK ENVIRONMENT
· Work is typically performed in an office environment, with some exposure to weather and outdoor conditions from time to time
· Frequent contact with federal and state officials and administrators, the public, and internal contacts requiring tact and diplomacy are requirements of the job
 
PHYSICAL ACTIVITIES
· Sitting, talking, listening, or walking for extended periods of time.
· Regular mental and visual attention with normal hand-eye coordination required.
· Occasional handling of average-weight objects with the ability to occasionally move about inside the office to access file cabinets, office machinery, etc.
· While performing the duties of this job, the team member is regularly required to sit and operate a personal computer for long periods of time.
· Required to use hands and arms to operate a variety of officer machinery.
· Ability to communicate effectively via telephone and/or in person with team members, vendors, and citizens.
 
EQUAL OPPORTUNITY EMPLOYER
The City of Manchester is committed to having a workforce that reflects diversity at all levels and is an equal opportunity employer. Qualified applicants are considered for employment, and employees are treated during employment without regard to race, color, religion, national origin, citizenship, age, sex, sexual orientation, gender identity, marital status, ancestry, physical or mental disability, veteran status, political affiliation or any other characteristic protected under applicable law.
 
AMERICANS WITH DISABILITIES ACT
The City of Manchester makes every effort to fully comply with the Americans with Disabilities Act. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer. If you need assistance or accommodation for the application, interview, or a particular testing process, please contact Human Resources at 636-227-1385, ext. 143.
To apply for this position please send your resume and cover letter to Human Resources at lsisti@manchestermo.gov.  
 

