
 
 

Notice of Vacancy 
Stark County Job & Family Services 

 

Legal Secretary, Child Support 
 

SUMMARY 

 

Works within the legal department or enforcement section of the Child Support Enforcement 

Agency to provide clerical support for cases referred to court. 

 

ESSENTIAL FUNCTIONS AND REPSONSIBILITIES (The functions listed below are intended 

to depict general job assignments, abilities and responsibilities required of this position.  Other duties as 

assigned. 

  
Reads and routes incoming mail.  Locates and attaches appropriate file to correspondence to be 

answered by employer. Composes and type advanced legal correspondence, administrative 

hearing decisions, complaints, motions, proposed judgment entries and briefs.  Prepares lump 

sum intercept orders, modification orders, journal entries and registration for UIFSA cases, seek 

work orders and CSLN intercept orders for court. Maintains court docket and administrative 

hearings docket. Schedules court hearings and administrative hearings and notify parties 

pursuant to Ohio Administrative Code. Answers and prioritizes attorney's telephone calls and 

arranges conference calls. Coordinates attorney's schedule and make appointments. 

 

Greets scheduled visitors and accompanies to appropriate area or person.  Arranges and 

coordinates travel schedules and reservations. Conducts research, and compiles and types 

statistical reports. Coordinates and arranges meetings, prepares agendas, reserve and prepare 

facilities, and records and transcribes minutes of meetings.  Makes copies of correspondence or 

other printed materials.  Prepares outgoing mail and correspondence, including e-mail and 

faxes. Orders and maintains supplies and arranges for equipment maintenance. Creates and 

maintains legal files from documents obtained from SETS, CRISE, CJIS and case managers. 

Listens to complaints from customers and direct to proper department for assistance. Files legal 

documents with Clerk of Courts. Scans documents into agency document imaging system. 

Acts as a liaison between courts and attorneys coordinating schedules and obtaining signatures. 

Emails requests from attorneys to case managers. 
 

SUPERVISORY RESPONSIBILITIES                   

This position has no supervisory responsibilities. 

 

QUALIFICATION REQUIREMENTS:  
To perform this job satisfactorily, the employee must be able to perform each essential duty satisfactorily.  The 

requirements below are representative of the knowledge, skill and ability required.  Reasonable accommodations 

may be made for individuals with disabilities. 

 

 

 

 

 



 

 

EDUCATION AND/OR EXPERIENCE                      

Associate's degree (A. A.) or equivalent from two-year college/university or technical 

school.  Legal Secretary degree preferred. 

 

 

To apply, please access the agency’s website at www.starkjfs.org  An online application can be 

found under the Careers link.  Applicants have the ability to upload a letter of interest and current 

resume. 

    

We are an equal opportunity employer that does not discriminate based upon sex, race, creed, 

color, age, national origin or disability.  Applicants may request reasonable accommodations to 

participate in the interview process. 

 

 

NO PHONE CALLS WILL BE ACCEPTED 

 

 
 

http://www.starkjfs.org/

