DELAWARE DEPARTMENT OF JUSTICE

Casual/Seasonal JOB OPENING

This is a Casual/Seasonal position (in order to be in compliance with the Delaware code and provisions of The Affordable Care Act; work hours are to be less than 30 hours per week, or less than 130 hours per month, on average over the course of a fiscal year; July 1 to June 30). This is a position without healthcare benefits.  Salary will be commensurate with experience.

Opening Date: December 12, 2014 

 Closing Date:  December 17, 2014
Casual/Seasonal Administrative Assistant
Criminal Division, Misdemeanor Trial Unit, New Castle County
Job Responsibilities and Duties:
This Casual/Seasonal Administrative Assistant will be integral in the administration and coordination of the prosecution of DUI cases in New Castle County by aiding in assembling, organization and production of necessary documents in the prosecution of DUI cases in New Castle County.  Every DUI case requires the preparation of a range of reports and files, including the defendant’s criminal history, police reports, and the alcohol influenced incident report (AIIR), and the defendant’s driving record.  In many cases, there is also a video that needs to be produced.  It is critical in that this individual is required to pay attention to detail to aid prosecutors and defense attorneys with DUI cases.  The failure to do so results in case dismissals.  It is critical in this position to achieve all of these important tasks and to produce all documentation with the necessary proof of completion; daily contact with police agencies and their administrative personnel. Other duties will be assigned as needed by the Criminal Division management.
The Department of Justice’s drug liaison to the Office of the Chief Medical Examiner (“OCME”) coordinates all controlled substances testing for prosecutions statewide.  Typical duties are to focus on scheduling testing of seized drugs to ensure adherence to court-imposed deadlines as well as regular interaction with OCME representatives and ensuring that the respective defense counsel receive timely production of the testing reports.  This individual must be capable of working independently in a high-volume environment in the Criminal Division.  It is essential to have strong computer skills applicable to maintaining the Department of Justice’s database which tracks the pending tests.  It is anticipated this Casual/Seasonal position will be in service for a time period up through March 2015.

Minimum Qualifications:
Strong computer skills.  Must be detail-oriented, well-organized and proficient in Microsoft Word.  Must have excellent verbal and written skills; excellent spelling, grammar and proofreading skills.  Must be able to answer telephones and take accurate messages.  Must be able to work effectively and efficiently in managing multiple priorities.
If you are interested in being considered for this position, please submit your Resume and State Application to Human Resources, Delaware Department of Justice, 820 N. French Street, Sixth Floor, Wilmington, DE  19801 or Fax to:  302-577-5866.

