
  

LYON COUNTY, KANSAS                      ORGANIZATION MANUAL 

JOB DESCRIPTION 

  

JOB TITLE:  LEGAL SECRETARY          ORIGIN DATE:  MAY, 1995 

REPORTS TO:  COURT TRUSTEE          REVISION DATE:  JUNE, 2017 

DEPARTMENT:  COURT TRUSTEE/          DEPARTMENT NO:  52 & 01 

        ASST. COUNTY COUNSELOR 

  

I.                    JOB SUMMARY:   This is a non-exempt position.  The job holder must         

perform all of the administrative and secretarial duties in support of the office of 

County Counselor, Court Trustee and Office Manager. 

  

II.                 PRIMARY DUTIES: 

A.     The employee shall physically prepare all documents required for the functioning 

of County Counselor and Court Trustee. Employee shall also receive and screen 

calls, and interact with the general public by phone and in person. Employee shall 

be responsible for determining priorities, drafting correspondence and preparing 

legal documents in a timely manner. 

  

B.     The employee shall assist the County Counselor in maintaining attorney 

scheduling, preparing and maintaining case files, overseeing preparation and 

development of court pleadings at the District and Appellate levels, assisting in 

file preparation, preparing and filing bankruptcy pleadings and correspondence 

with the Bankruptcy Court.  Employee may be required to attend court hearings 

with Counselor/Court Trustee. 

  

C.     The employee shall assist the Court Trustee in maintaining attorney scheduling, 

preparing and maintaining case files, e-filing, docketing new court actions, 

overseeing preparation and development of court pleadings at the District and 

Appellate levels, assisting in preparing case files, keeping and maintaining 

accurate accounts receivable records, maintaining accounting for office petty cash 

and such other duties as may be required by the Court Trustee.  

  

D.    The employee shall assist the Office Manager in governmental collection efforts 

for the Court Trustee. 

  

III.               INTERMITTENT DUTIES: 

A.   The employee shall perform additional temporary duties as assigned, including 

secretarial backup for department heads and auditors. 

  

B.  The employee shall attend training seminars or programs as directed. 

  

IV.              QUALIFICATIONS:   Requires a Class C driver’s license. 

  



A.     EXPERIENCE:  Two years of general office or legal office experience is 

required.  Two years of legal secretary experience highly preferred. 

  

B.     EDUCATION:  High School diploma, G.E.D. or equivalent required with 

emphasis on legal subjects. Two years post secondary education or training with 

emphasis in secretarial, legal process and data processing courses is desired.  A 

degree from a four year college or university with emphasis in Business 

Administration is helpful, but legal experience will also be considered in lieu of a 

degree. 

  

C.    KNOWLEDGE: Must have ability to receive, interpret and follow verbal and 

written instructions.  Required to read, write and speak English fluently with the 

ability to speak a foreign language helpful.   

  

D.     SKILLS:  Operate PC-based computer software including but not limited to 

Microsoft Windows, Word and Excel.  Must be able to type equaling or 

exceeding 60 w.p.m.  Must be able to operate standard office equipment common 

to this position. 

  

Problem-Solving:  Employee should possess substantial problem-solving skills 

and have the ability to resolve problems at his/her own initiative. 

  

Decision-Making:  Employee should demonstrate the ability to make decisions as 

prescribed by the Personnel Policy Manual and established office procedure. 

  

Supervisory:     None. 

  

Interpersonal:  Employee should possess excellent interpersonal skills to facilitate 

communication between this office and other departments, as well as with the 

general public. 

  

Working Conditions: No adverse working conditions exist in this position.  

  

Physical Requirements: Required to frequently lift objects weighing up to 30 

pounds, extending from floor to 60 inches in height.  Requires sufficient visual 

acuity to read, write and operate office equipment.  Requires sufficient hearing 

level to be able to deal with the public and communicate with others directly or by 

telephone. 

  

This job description has been examined for compliance with the Americans with Disabilities Act 

(ADA) and the Fair Labor Standards Act (FLSA). 

  

 


