
Case Aide 
 

Date Posted: January 9, 2020 
Department: Probation 
Compensation: $16.72 per hour 
Hours Part Time - 24 hours per week 
Deadline: Friday, January 24, 2020 at 4:30pm 
 
Job Summary: 
The Case Aide/Administrative Assistant is a highly responsible position working with a 
great deal of independence and performing a wide variety of duties.  The position is 
responsible for assisting the Director of Court Services with administrative duties, some 
management functions, accounting, and secretarial functions that support the efficiency 
of the office. 
 
Essential Functions: 
 
65% Case Aide 
1. Manage and supervise assigned adult caseload for compliance with Court 

orders, which includes decision making of when action should be taken for non-
compliance such as warning letters or probation violations. 

2. Manages, collects and completes accounting of the correctional fees plus 
contacts each defendant for money owned and a payment plan. 

3. Performs intake functions, such as explaining court orders, making appropriate 
referrals, preparing and distributing documents and providing juveniles and 
defendants with all necessary forms and information. 

4. Composes initial letter of probation conditions, and generates an accurate 
chronological log of all contacts, referrals, and defendant’s compliance with their 
court order. 

5. Community Work Service responsibilities include: submits paperwork to 
defendant regarding CWS conditions, and appropriate documents for defendant’s 
signature.  Once approved by agent, sends necessary time sheets to supervisors 
and once completed, informs court of compliance. 

6. Manages, copies, and destroys old files according to office policy. 
7. Develops new forms and systems for efficient workload management in a 

combined effort with agents. 
8. Preserves strict confidentiality in handling of files, communicating with clients, 

and disseminates information pursuant to the Government Data Practices Act. 
 

25% Administrative Assistant 
1. Performs confidential secretary duties for the Director of Court Services and  

maintains internal personnel files. 
2. Prepares monthly and annual statistical summaries of caseload information as 

required by the Department of Corrections and the Director. 
3. Functions as the office Court Service Tracking System Administrator by creating/ 



updating computer database and adapt programming to meet changing 
information, keep computer programming updates, and attend training sessions 
and provide assistance and training to users in department. 

5. Contact person for NCIS, MNCIS, CJIS, and state wide supervision tracking. 
6. Keep the office Court calendar up to date. 
 
10% Miscellaneous 
1. Attends training as required. 
2. Serves as matron in transportation of juvenile females. 
3. Supervises urinalysis testing for female offenders. 
4. Acts as backup for secretarial position. 
5. Assists other departments with special needs. 
6. Performs related work as required. 
 
Minimum Qualifications: 

• High School graduate or equivalent plus 2 years 
• 3 years clerical experience 

 
Physical Demand: 
1. Occasional need to bend, reach above shoulder level, kneel, push and pull. 
2. Frequent lifting and carrying of up to 10 pounds. 
3. Occasional lifting and carrying of up to 24 pounds. 
4. Frequent need for verbal and written communication ability. 
5. Repetitive manipulating with both hands in typewriter and computer keyboarding. 
6. Frequent need to hear normal conversation, seeing with near acuity, and 

distinguishing colors. 
7. Frequent use of hands at knee, mid-thigh, waist, and shoulder height. 
8. Frequent work around office machinery. 
9. Frequent contact with the public. 
 
Benefits: 
This position will receive the following benefits: 

• Paid Time Off (PTO) 
• Holiday Pay 
• Pension 
• Voluntary Retirement Plans 

 
Salary 
$16.72 per hour. (Range 6, non-union position) 
 
Pension 
Minnesota Public Employee Retirement Association. Contribution rates are 6.5% by 
employee, 7.5% by employer. 


