
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Makes  the  necessary ar rangements  in  p rovid ing representa t ion when requested  for  ind igent  

defendants  charged  wi th  a  c r ime;  does  re la ted  work as  requi red .  Coord ina tes  the  services  

ava i lab le  fo r  the  defense  fo r  ind igent  defendants  charged  wi th  a  c r ime.   The  Adminis t ra to r  

ass igns  and  supervises  the  p rofess ional ,  technica l  and  c le r ica l  personnel  in  the  invest iga t ion,  

p repara t ion,  and  appeal  in  any cour t  p roceed ings  involving ind igent  defendants .  Th e  work i s  

per formed under  the  guide l ines  p rovided  by law and  the  var ious  aspec ts  o f  defense  and  record -

keep ing wi l l  be  d ic ta ted  by the  type  of  adminis t ra t ion tha t  i s  adopted  by the  County.  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
Keeps a  l i s t ing of  a t to rneys  who can be  ass igned  to  represent  when requested  ind igent  

defendants  charged  wi th  a  c r ime,  and  record  cases  ass igned  to  each a t to rney;  

Assigns  counse l  and  a t to rneys  to  represent  ind igent  defendants ;  

P rovides  appropr ia te  da ta  to  cour ts  necessary fo r  the  conduct  o f  the  publ ic  defender  p rogram;  

Reviews c la ims and  approves  payment  o f  monies  fo r  lega l  services  furnished  ( [nd igent  

defendants) ;  

Keeps  records  o f  payments  fo r  lega l  ass is tance ;  

Keeps  records  and  makes  repor ts .  

 

 

FULL PERFORMANCE KNOWLEDGES, S KILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
Good knowledge  of  cour t  p rocedures  and  prac t ices ;  

Good  knowledge  of  the  p rovis ions  o f  the  Code  of  Cr iminal  P rocedure  and  Penal  Code;  

Good  knowledge  of  adminis t ra t ive  and  governmenta l  budgetary procedures ;  

Abi l i ty to  p lan and  supervise  the  work of  o thers ;  

Abi l i ty to  dea l  wi th  the  publ ic ;  

Tac t  and  cour tesy;  

Good  judgment ;  

Abi l i ty to  p resent  o ra l  and  wr i t ten op inions  c lear ly and  concise ly;  

Thoroughness  and  dependabi l i ty;  
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MINIMUM QUALIFICATIONS: EITHER:  
 

Graduat ion from a  s tandard  senior  high school  AND EITHER:  

 

(A)  Graduat ion from a  Law School  recognized  by the  Univers i ty o f  the  Sta te  o f  New York AND 

3  years  o f  exper ience  as  a  p rac t ic ing a t to rney;  OR  

 

(B)  Graduat ion from a  recognized  co l lege  or  univers i ty wi th  s pec ia l iza t ion in  e i ther  Publ ic  

Adminis t ra t ion,  Business  Adminis t ra t ion,  Economics  o r  o ther  f ie lds  re la ted  to  business  and  

publ ic  adminis t ra t ion AND 3  years  o f  exper ience  in  Publ ic  o r  Business  Adminis t ra t ion;   

OR 

 

(C)  8  years  o f  responsib le  adminis t ra t ive  w ork in  government  o r  business ;  OR  

 

(D)  Any equiva lent  combinat ion of  t ra ining and  exper ience  suff ic ient  to  ind ica te  ab i l i ty to  do  

the  work.  


