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Administrative Assistant 
 
 

Department        Sheriff 
Classification  Grade 9 
Reports to Office Administrator 
                              Chief Deputy Sheriff 
                              County Sheriff  
Unit                   AFSCME Local #2768  
Supervises N/A  
FLSA Status      Non-exempt 
 
Position Description   
Provide administrative and program support for general operations of the Sheriff’s office.  
Serve as the initial point of contact.   
 
Essential Duties and Responsibilities  

• Provide customer service to the public, staff, and external agencies via in-person, phone, 
and email communication. 

• Handle office mail, perform data entry and word processing tasks. 

• Collect information and fees, issue permits, and prepare invoices. 

• Manage the creation, maintenance, and distribution of law enforcement records and 
reports in compliance with state and federal regulations. 

• Transmit reports and data to relevant agencies (e.g., County Attorney, BCA), including case 
files, citations, and statements. 

• Redact sensitive information in accordance with data privacy laws. 

• Process civil papers and oversee Sheriff's sales and property redemptions. 

• Administer property seizure and levy activities, including wage and bank account levies. 

• Process gun permit applications, record maintenance and reporting requirements. 

• Maintain and manage predatory offender records and coordinate compliance checks. 

• Provide fingerprinting services and collect associated fees. 

• Serve as backup for the Office Administrator/Accountant as needed. 
 
Qualifications and Knowledge, Skills and Abilities 
Minimum qualifications 

• High school graduate or equivalent 

• 2 years related education and work experience in an office setting including customer 
service, or equivalent combination (totaling 4 years). 

• Eligible to become a Notary Public in the State of MN. 

• Successful completion of a MN Bureau of Criminal Apprehension (BCA) background check, 
contingent upon a job offer. 

 
Knowledge, Skills and Abilities 
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Knowledge:  Microsoft Office (Word, Excel, Outlook). Office procedures, practices, equipment, 
and software programs. State Statutes and Rules concerning gun permits, civil process, 
predatory offenders, and Data Practices. Law enforcement record keeping and legal 
terminology. Continuing education, certifications and trainings (i.e. My BCA, Security 
Awareness). Adhere to all laws, statutes, policies and rules with the essential level of 
confidentiality and safety required of the position. 
Skills: Time management. English grammar, punctuation and vocabulary. Customer service. 
Proficient in using automated systems relevant to the position.  Communicate effectively both 
orally and in writing with all stakeholders relevant to the position.  Detail-oriented with strong 
organizational skills, accuracy, and problem solving. 
Abilities: Organized. Attention to detail. Maintain confidentiality and data privacy. Handle 
multiple tasks. Handle unpleasant documentation in regard to gruesome crimes. Attend 
trainings/meetings/make office deliveries, on an as needed basis, via a reliable means of 
transportation.  Establish and maintain effective working relationships.  Follow established 
procedures and directives from supervisors.   
 
Preferred Qualifications 

• Work experience in a law enforcement center capacity. 

• Work experience in an administrative/record keeping role. 

• Work experience in criminal justice or legal capacity. 

• Work experience with public safety software systems. 

• Work experience providing professional customer service. 
 
Physical Requirements 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of 
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the 
human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking 
and standing are required only occasionally and all other sedentary criteria are met. 
 
Note  (Management Right) 
The above position description is intended to represent only the key areas of responsibilities; 
specific position assignments will vary depending on the business needs of the department.  
Regular attendance on the job and the performance of other duties as assigned are required.  
The County retains the discretion to add or change the contents of this position description at 
any time. 
 
Revision date 06/30/2025 


