
        ACCEPTING RESUMES 

 

Position: 

 

Administrative Assistant 
OhioMeansJobs Post #221123897 

  

 

 

 

Job 

Description: 

  

Ashtabula County Court of Common Pleas is Hiring a Domestic 
Relations Administrative Assistant 

 
Under general supervision of the Common Pleas Judges and the Domestic Relations 
Magistrate, the Domestic Relations Administrative Assistant provides clerical support in a 
variety of ways, as listed below. 
 
Performs case intake; processes hearing notices; types a variety of documents or written copy 
(e.g., decisions, orders, journal entries, correspondence, etc.); updates docket entries, notes 
and disposition entries in the appropriate electronic system. The candidate must be able to 
prepare files, run various reports, operate general office equipment, enter and retrieve data 
and research case status. The candidate must possess the ability to work in different court 
settings and be able to multitask. 
 

Full-time with benefits – Salary Range: $31,678.40 - $42,285.60 

 

 

 

 

Desired Skills: 

 
High School Diploma and a minimum of two (2) years secretarial experience (legal experience 
preferred) -or- an equivalent combination of education, training, and experience.  An individual 
who poses a direct threat to the health and safety of himself/herself or others in the workplace 
will be deemed not qualified for this position. 
 

KNOWLEDGE, SKILLS, AND ABILITIES NEEDED:  Court procedures and protocol, office 

procedures, correct use of grammar, punctuation, spelling, and proofreading of documents, 
excellent typing skills, legal document preparation requirements, word processing software 
including the ability to learn case management system, computer database software, classify 
and organize records, answer telephone/email, relay and follow up on messages, make copies 
and other related secretarial skills, maintain effective working relationships, in a friendly and 
respectful manner, with Judges, supervisor and co-workers, and accommodate different needs 
of various courts and Judges, communicate effectively with co-workers, supervisor and the 
public, in a friendly and respectful manner, maintain confidentiality. 

 

How to 

apply: 

Interested applicants may send resumes to: 
 

Kathleen M Thompson, Court Administrator 
Ashtabula County Common Pleas Court 

25 West Jefferson Street 
Jefferson, OH 44047 

cpcourtadmin@ashtabulacounty.us 
*NO PHONE CALLS PLEASE* 

 

OPEN DATE 

10/13/2020 

 

CLOSE DATE 

10/23/2020 

4:30pm 

 
If you need assistance or have any questions, feel free to contact: 

OhioMeansJobs-Ashtabula County, 2247 Lake Ave., Ashtabula, Ohio 44004. Phone: (440) 994-1234 
Please complete the attached OMJ Employment Registration Form and return it to the OhioMeansJobs Center 

with the job title or job post number so we may assist you with your employment needs.  
(Attachment #2) 

Thank you and best of luck 
OhioMeansJobs Ashtabula County 

Like us on Facebook                                                                     Follow us on Twitter  

 

https://www.facebook.com/OhioMeansJobsAshtabulaCounty
https://twitter.com/

