DELAWARE DEPARTMENT OF JUSTICE
JOB OPENING
Opening Date:  November 16, 2009

 Closing Date:  November 23, 2009
ADMINISTRATIVE  SPECIALIST   I, Pay Grade 7
Criminal Division, Court of Common Pleas Unit, Sussex County
Job Responsibilities and Duties:
This Administrative Specialist provides secretarial support to Deputy Attorneys General in the Criminal Division, Court of Common Pleas Unit in Sussex County.  Prepares case files for trials in the Court of Common Pleas including:  creating subpoena’s, sending requests for trial preparation documents, types informations, nolle prosequi notices, restitution letters, letters to the court and police department, victim/witness letters, certified driving requests, requests for Medical Examiner reports and blood result requests.  Sets up files, runs criminal record checks and manages calendars.  
Minimum Qualifications:
Prior experience with programs such as DELJIS, LEISS and ENFORCER would be beneficial.

Must be detail-oriented, well-organized and proficient in Microsoft Office suite.  Must possess excellent spelling, grammar and proofreading skills.  Must be able to transcribe dictation accurately, answer heavy telephone volume with police officers, victims/witnesses and take accurate messages.  Must be able to handle multiple tasks in a fast-paced work environment.  

If you are interested in being considered for this Administrative Specialist position, please submit your resume to Human Resources, Delaware Department of Justice, 820 N. French Street, 6th Floor, Carvel State Building, Wilmington, DE  19801 or fax to 302-577-5866.

