
Page 1 of 3 

ASSISTANT DISTRICT ATTORNEY II 

GRADE: 14 

GENERAL DESCRIPTION  

Employee performs legal work.  Work involves prosecuting and defending all manner of 
civil and criminal matters in various levels of trials and appellate courts and administrative 

forums.  Work under the frequent supervision of higher level attorneys in an effort to build 
the knowledge, skills, and expertise necessary. 

EXAMPLES OF WORK PERFORMED  

Will make decisions and/or counsels with clients, victims, or police concerning the 

commencement of proceedings in court or related forums 

May also provide written or oral legal advice to individual or governmental clients, and 
draft legal instruments or other written materials carrying legal implication 

Appears in court and/or related forums to select juries, present and cross-examine evidence, 

make legal arguments, and act as an oral advocate 

Drafts and files pleadings, answering motions, briefs and responses necessary to conduct 
litigation and/or proceedings in related forums 

Investigate facts giving rise to legal issues, and bring about solutions to their clients legal 

problems in a variety of forums 

Counsels and advises clients within bounds of confidentiality, when applicable, regarding 
legal issues in all phases of litigation 

Identifies, locates, and prepares witnesses to present testimony effectively in court or related 

forums  
 

Identifies and prepares non-testimonial forms of evidence for use in court and related 

forums  
 
Conducts and/or supervises investigations and/or civil and criminal discovery proceedings 

Drafts legal instruments and various documents with legal implications 

Negotiates with others to settle litigation or other contested matters or to assist in solving 
problems with legal implications 

Develops knowledge and expertise in applicable area of law to keep pace with constant 

developments and to impart this knowledge and skills to others in various settings 

Performs related work as assigned 
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GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Experience in legal setting with prior experience in the relevant areas of law preferred. Juris 
Doctorate (JD) degree required.  Licensed to practice law in the State of Texas and be a 
member in good standing of the State Bar of Texas. Experience and education may be 

substituted for one another. 

Knowledge, Skills, and Abilities 

Ability to work efficiently and effectively in high-pressure situations 
 

Ability to communicate effectively 
 
Must be computer literate 

 
Knowledge of all applicable laws and procedures 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 

walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 
arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 

required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 

• operating assigned equipment  

Maintain mental capacity which permits:  
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• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• working in a multi-task environment 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  

• reading and writing  

• operating assigned equipment  

• communication with others  

• required to follow the Hidalgo County Accident Prevention Plan and department’s 

safety regulations 
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ADMINISTRATIVE ASSISTANT I 

GRADE: 04 

GENERAL DESCRIPTION  

Employee performs entry-level administrative support or technical program work.  Work 
involves disseminating information, maintaining filing systems, and performing internal 

administrative support work.  Employee works under close supervision with minimal 
latitude for the use of initiative and independent judgment. 

EXAMPLES OF WORK PERFORMED  

Prepares, edits, and distributes correspondence, reports, forms, and documents 

Maintains files and records 

Performs data entry 

Assists in compiling statistical data and preparing various charts, graphs, and written 

summaries 

May receive and review forms and applications for completeness of information 

May interpret and explain rules, regulations, policies, and procedures 

May review applications for agency services to ensure forms are filled out completely and 

accurately 

May review and route mail 

May provide assistance answering phone calls, routing incoming calls, taking messages, 
greeting visitors, and directing them to the appropriate staff 

Performs related work as assigned 

GENERAL QUALIFICATION GUIDELINES  

Experience and Education 

Experience in clerical work or administrative support work; Graduation from a standard 
senior high school or equivalent is generally preferred.   

 

Knowledge, Skills, and Abilities 

Knowledge of office practices and administrative procedures 
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Skill in the use of standard office equipment and software 

Ability to communicate effectively 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to talk or hear. 
The employee frequently is required to stand. The employee is occasionally required to 
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and 

arms; climb or balance; stoop and kneel. 

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities 
required by this job include close vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an 

employee encounter while performing the essential functions of this job.  

The noise level in the work environment is usually moderate. 

SAFETY REQUIREMENTS: 

Maintain physical conditions appropriate to the performance of assigned duties and 
responsibilities which may include the following: 

• sitting for extended periods of time 

• operating assigned equipment  

Maintain mental capacity which permits:  

• making sound decisions and using good judgment  

• demonstrating intellectual capabilities 

Effectively handle a work environment and conditions which involve: 

• working closely with others 

• working in a multi-task environment 

 

Maintain effective audio-visual discrimination and perception needed for: 

• making observations  

• reading and writing  
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• operating assigned equipment  

• communication with others  

• required to follow the Hidalgo County Accident Prevention Plan and department’s 
safety regulations 
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