
Position:

Administrative Assistant

Department: Salary:  

Under general supervision and instruction this position performs a variety of duties and responsibilities to provide
administrative and clerical support to the Juvenile Court.

Qualifications/Knowledge:

a

a Must have a current valid driver's license

a Knowledge of county and court policies and procedures

a Accuracy and acute attention to detail

a 	Knowledge of modern office principles and practices

a Knowledge of computers and job-related software programs

a Skill in the provision of customer service

a Skill in prioritizing and organizing work

a Skill in the maintenance of files and records

a Skill in oral and written communication

a Answers phone calls and greets general public; provides information and assistance; provides administrative support 

to court personnel by preparing correspondence, forms, reports and other documents

a Provides clerical and case processing support functions as needed, including assisting with court filings, preparing basic

court documents and supporting courtroom and docket operations under the direction of court personnel

a Schedules appointments, meetings, and other administrative activities; maintains calendars and notifies appropriate

 parties of schedule changes; receives, sorts and distributes incoming mail, correspondence, and other documents

a Maintains physical and electronic filing systems and ensures records are organized and accessible; scans, indexes

and uploads documents into electronic records management systems

a Assists with records requests by locating, retrieving and copying documents in accordance with established procedures

a Assists with preparation of reports, correspondence and other administrative documents; coordinates travel arrangements,

training registrations and meeting logistics for court personnel

a Assists with courtroom and meeting room preparation, including organizing materials and ensuring required documents

are available; assists with data entry and maintenance of information in court-related databases and administrative systems

a Processes incoming and outgoing correspondence, including certified mail and other special deliveries; maintains office

 supply inventory; orders supplies and equipment; receives payments and issues receipts in accordance with established

procedures; performs general office management duties to support the efficient operation of the court

a Maintains confidentiality of sensitive information and records in accordance with applicable policies and procedures

a Operates standard office equipment including computers, copiers, scanners, printers and multi-line telephone systems

a

Valerie P. Heard
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Troup County is an Equal Opportunity Employer - A Drug Free and Tobacco Free Workplace

Eric Mosley

Valerie P. Heard, Human Resources Director

Performs all other related duties as assigned

Essential Duties and Responsibilities:

Job #: 07072026  Administrative Assistant                Grade 12

JOB OPENING 

 Troup County Government

$20.09/Hr

Eric Mosley, County Manager

Employment Applications will be accepted Until Filled on Troup County's website @ www.troupcountyga.gov.

Juvenile Court 

High school diploma or GED; must have 2-3 years of related experience

 




