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FLOATING SECRETARY/RECEPTIONIST 
 

GENERAL: 
 
Under general supervision performs various secretarial and clerical/administrative type functions including data entry, 
preparation of legal documents, maintaining computer files, contacts with clients and court personnel. This individual 
will be cross-trained and have the ability to perform the aforementioned duties and responsibilities in all units of the 
Franklin County Public Defender Office-Juvenile, Municipal, Appellate, and Common Pleas. This person reports to 
the Exec. Administrative Assistant- all scheduling will be pre-approved.  
 
This person must also administer other attorney/client assignments and activities relative to assisting attorneys, 
social workers, and support staff in providing quality, comprehensive legal services to clients, including performing 
receptionist duties by providing the initial interface with indigent clients, individuals requesting representation, and 
people seeking general information and assistance.  This interface occurs by way of telephone calls and/or visits to 
the Public Defender office’s reception area.   
 
This person, upon request, will also assist by performing general filing duties in all departments, including purging 
records, boxing files at year-end, and other filing as assigned.  
 
TYPICAL DUTIES: 
 

1. Respectfully greets indigent clients and others seeking representation as they arrive at the reception window 
and preliminarily screens the indigency qualification form for accuracy and completeness. 
 

2. Communicates with court personnel relative to arraignments, cases assigned to the Franklin County Public 
Defender, other client matters and attorney assignments and changes.  
 

3. Communicates with clients through calls or office visits to answer client questions or otherwise to provide 
and/or receive information necessary to effectively carry out the attorney/social worker/client activities. 

 
4. Answers telephone calls, including jail calls, and where appropriate, gathers and provides information 

accessed from the computer to clients, relative to the name of the attorney assigned, court dates, etc., or re-
directs the call to the appropriate attorney.  Explains application procedures to those seeking legal 
representation. 
 

5. Answers other telephone calls or greets visitors other than clients or persons seeking representation. 
Redirects the calls or prepares and transmits message forms.  Notifies appropriate staff members of visitors.  
Such visitors may include county personnel, consultants, vendors, etc. 
 

6. Contacts the duty attorneys or law clerks for warrant and capias set asides for each unit. Makes inquiries to 
the databases as needed for additional information on clients, charges, etc. 
 

7. Keep daily logs of individuals arriving for any case related inquiries and guest to the Public Defender Office. 
Retrieve and add the daily consult sheet to the daily logs. 
 

8. Add/remove employee pictures in PD photo roster. Keep the protocols for each unit up to date for the 
reception area. Keep reception directories up to date. 
 

9. Collects the standard contributions from persons requesting representation who meet the qualifications for 
partially indigent (PIP program). Delivers funds and appropriate receipt form copies to the Controller each 
day. 
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10. Picks up daily mail for the Public Defender office each afternoon and distributes to appropriate mail boxes. If 
there is a personal package, please lock up and send email to person whom the package belongs too. 
 

11. Search FCPD database for attorney information for Judges, Bailiffs, and other court personnel. Search 
records for cases within different databases if they don’t know the unit appropriate for their inquiry/situation. 
 

12. Keep supply room stocked, organized, and clean. Keep reception area clean. If needed, contact Executive 
Assistant to contact Housekeeping. Work in coordination with FSA for supplies and materials as needed. 
 

13. Maintains computer or other client database, including opening client files, entering information additions, 
changes, corrections, etc. and closing files. 
 

14. Uses the office Public Address system as required to contact staff members                                                      
regarding telephone calls, visitors, etc.  

 
15. Provides receptionist coverage in the afternoons and as needed in the mornings. Other duties as assigned. 

 
 
REQUIREMENTS: 

 
1. Must be a high school graduate or have the equivalent certified education. 

 
2. Must have one (1) year of experience in an office type environment, preferable with secretarial and/or 

telephone activities. 
 

3. Two (2) years’ experience in the use of Microsoft Word. Experience in the use of Excel is also desirable. 
 

4. Ability to communicate effectively, professionally, and courteously with diverse populations regardless of 
backgrounds, ethnicity, gender, or religious affiliation.  

        
                  
4.    Ability to maintain confidentiality of information, including personal and professional data as it relates  

              to our clients. 
  

 
 

Full-time 40 Hours per week: Monday through Friday, 8am to 5pm. 
Salary is $29,640; annually. Franklin County Benefits Eligible. 

 
Deadline May 12, 2017  

5:00 PM 
 

TO APPLY: 
Please send cover letter and resume to: 

Franklin County Public Defender 
Attn: LaNiya Harris-Hicks 
Human Resources Officer 

373 South High Street, 12th floor. 
Columbus, OH 43215 

lsharris@franklincountyohio.gov 
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