CONFIDENTIAL REPORTER - DISTRICT ATTORNEY

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an
incumbent of this class records testimony, confidential minutes of meetings, or other
matters, either by stenotype machine or manually. Responsiblities also involve
maintaining records of various proceedings; ensuring adequate secretarial services are
provided for the Grand Jury and/or confidential meetings, and maintaining confidential
documents and records for the District Attorney and/or the Office of the District Attorney.
Supervision may be exercised over a small number of clerical staff. Does related work as
required.

EXAMPLES OF WORK: (lllustrative Only)

IF ASSIGNED TO THE EXECUTIVE OFFICE OF THE DISTRICT ATTORNEY:

Under the direct supervision of the District Attorney, prepares confidential documents,
correspondence, meeting minutes and records for the District Attorney;

Takes notes and records confidential minutes of staff meetings as necessary;

Develop and maintain all office support procedures both directly and through supervision
of staff to ensure that clerical support tasks are performed in a timely and efficient manner
for effective office management;

Coordinates and supervises the activities of the administrative support staff to ensure
equitable distribution of workload, adequate telephone coverage during absences, and
office protocol and information flow among department staff;

Maintains records and files for the District Attorney;

Transcribes archives and coordinates dissemination of District Attorney's correspondence,
speeches, and other forms of written communication;

Assists the District Attorney in preparation for scheduled meetings, public appearances,
etc;

Coordinates vacation schedules among administrative support staff to ensure that
adequate secretarial coverage is provided;

Performs special and confidential assignments as required;

Uses computer applications or other automated systems such as spreadsheets, word
processing, calendar, e-mail and database software in performing work assignments;

May perform other incidental tasks, as needed.
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IF ASSIGNED TO THE GRAND JURY:

Takes and transcribes all testimony heard by the Grand Jury;
Acts as a personal secretary to the Grand Jury;

Takes and transcribes statements of witnesses and confessions of defendants in matters
to be presented to the Grand Jury;

Prepares for the selection, induction, and indoctrination of a new Grand Jury by the
District Attorney;

Maintains records of the results of Grand Jury action;
Maintains a roster of free-lance stenographers to be used in emergencies;
Does miscellaneous legal stenographic, transcription, typing and general clerical work.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND ATTRIBUTES:
Thorough knowledge of legal and medical terminology; thorough knowledge of rules of
grammar and how they pertain to legal documents; good knowledge of court procedures;
ability to keep all Grand Jury matters confidential; ability to use computer applications
such as spreadsheets, word processing, e-mail and database software; ability to read,
write, speak, understand, and communicate in English sufficiently to perform the essential
duties of the position; good hearing; accuracy; integrity; endurance; alertness; good
judgment; neatness; physical condition commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A High school or equivalency
diploma and either: (a) certification in Court Reporting by an approved credentialing
authority; or completion of the Certified Shorthand Reporting Test administered by the
New York State Department of Education and two (2) years of full-time work experience in
general verbatim reporting; or (b) three (3) years of full-time work experience in general
verbatim reporting using Computer Aided Transcription (CAT) equipment; or stenographic
experience which involved the taking and transcribing of verbatim records.
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