DISTRICT ATTORNEYS COUNCIL

NOTICE OF JOB OPENING

Position

Administrative Assistant for the CLHP Initiative

Executive Division
Applications Accepted

 Until Filled
Submit Resume & Cover Letter to:

Alecia Nash, Human Resource Officer
District Attorneys Council

421 N.W. 13th Street, Ste. 290
Oklahoma City, OK  73103
Phone:  (405) 264-5043
Fax:  (405) 264-5099

alecia.nash@dac.state.ok.us
Salary Range
$28,000.00 

Full State Benefits



Duties 
· Work in conjunction with the DAC Capital Litigation Resource Prosecutor to provide administrative support services for the Capital Litigation and Homicide Prosecution (CLHP) Initiative.  

· Design and implement on-line legal resources on the DAC’s intranet website.

· Maintain data collected in conjunction with the CLHP Initiative and assist DAC CLRP with meeting grant reporting requirements.

· Prepare and process CLHP Initiative related correspondence and documents following agency procedures and protocols.

· Aid DAC CLRP in preparing and disseminating a bi-monthly capital litigation newsletter and other reference materials.

· Coordinate training events, including making training site arrangements, room set-up, identifying and coordinating Audio Visual equipment needs, preparing, copying and collating training materials and packets, ordering materials, and preparing and disseminating training notices. 

Qualifications

· A minimum of three years administrative assistant experience or an equivalent combination of education and experience.

· Educational training or experience with website design and management required.

· Knowledge of the procedures and techniques of business communications; of spelling, punctuation, business English, and modern office methods and computer operations and business arithmetic and public relations.

· Proficiency in Word, Outlook, PowerPoint and Excel computer programs required.  Knowledge in Access is helpful.

· Excellent communications skills, both oral and in writing.

· Self motivated with exceptional organizational skills, including the ability to plan, coordinate and evaluate the activities in multiple areas.

· Excellent interpersonal skills.

· A valid Oklahoma drivers license is required.

The District Attorneys Council is the administrative state agency for Oklahoma’s 27 District Attorneys.  The agency provides required training for the district attorney system, processes payroll and benefits, serves as legislative liaison, coordinates the state’s Drug Task Forces, coordinates with the Department of Human Services - Child Enforcement Division, administers various federal programs, and serves as home to the Oklahoma Crime Victims Compensation Board.

This is an unclassified state position with full state benefits.  Criminal background check required.

