
Legal Secretary - Receptionist 
 

Closes On: January 8, 2023, at 11:58 AM CST 
 

Job Status: Full-Time 

Shift: 8:00 AM - 5:00 PM 

Days Worked: Mon., Tue., Wed., Thu., Fri. 

Rate of Pay: $14.75 - $22.05 

Details: Open Until Filled 

 

Salary Information 

2022 Wages are $14.75/hr at Step 1 to $22.05/hr at Step 20. 

Beginning January 2023 wages increase to $16.56/hr at Step 1 to $24.82/hr at Step 20. 

 

Job Duties 

Perform general office duties and other duties as assigned. Answer and direct phone calls to appropriate persons. Greet 

and assist attorneys, officers and other visitors to the office and direct them to the appropriate person or courtroom or other 

agencies. Update and maintain office website. Report disposition of adult cases to KBI. Prepare criminal files for close out 

status and log. Assist with adult criminal correspondence and document preparation. Receive documents for check 

prosecution and review information for accuracy. Assist subpoenaed witnesses and victims. 

 

Minimum Qualifications 

1. Must have a High School diploma or the equivalent. 

2. Must be able to accurately type 60 words per minute. 

3. Must have knowledge of general office practices. 

4. Must be able to work with the public in a congenial manner. 

5. Must have experience and/or training in the operation of a personal computer, preferably in Microsoft Office Products. 

6. Must be able to operate a multi-line phone system. 

 

Physical Requirements 

Determined Work Level: Level 3 – Medium Work Exerting 20 to 50 pounds of force occasionally, and/or up to 10 to 25 

pounds of force frequently, and/or greater than negligible up to 10 pounds of force constantly. Ability to bend, squat, reach, 

lift, carry, push, pull, pick, pinch and climb a step ladder to access and handle files and file drawers. Ability to lift and locate 

files to appropriate location. Ability to communicate ideas by means of the spoken word. Must be able to use telephone 

when performing reception duties. Must be able to give directions and greet people at the counter and on the telephone. 

Must have fine and gross manual dexterity to operate computer, telephone, calculator, and electric typewriter. 

 

Veteran's Preference 

Veteran's Preference Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-

201 will receive an interview if they meet the minimum qualifications of the position and successfully pass any required 

pre-employment testing or any requirements such as licensing. The veterans' preference laws do not guarantee the 

veteran a job. Positions are filled with the best qualified candidate as determined by the hiring officials. To be successful, 

the expectation is that a candidate will be able to competently perform the routine tasks of the position with limited 

supervision by the end of the probationary period of covered positions. 

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153917-497
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153926-520

