


























































































2022

County Salary

Garland 39,200.44

Pulaski 51,073.88

Benton 39,539.25

Average 43,271.19

2022

County Salary

Pulaski 51,073.88

Average 43,271.19

Benton 39,539.25

Garland 39,200.44

Faulkner 38,234.56
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GARLAND COUNTY 

2022 Final Budget 

DEPT 0118 

County Attorney 

FUND (1000) County General 

PCN 

1200 

1202 

Title 

County Attorney 

Paralegal/Administrative 

Grade 

Current Annual 

Salary 

111,533.60 

39,200.44 

Total Salaries 150,734.04 

Line 

1001 

1005 

1006 

1007 

1009 

1010 

1011 

1012 

1018 

Description 

Salaries, Full-Time ........................................ . 

Overtime And Holiday Pay ................................... . 

Social Security Matching ................................... . 

Retirement Matching ........................................ . 

Health Insurance Matching .................................. . 

Workmens Compensation ...................................... . 

Unemployment Compensation .................................. . 

Other Fringe Benefits ...................................... . 

Critical Position Lump Sum Vacation Holiday ................ . 

Total Personal Services 

Prepared by: Susan Ashmore 

BUD.RPTl 

Budget 

2022 

150,734.04 

1,000.00 

11,645.90 

23,322.25 

14,160.00 

225.00 

260.00 

500.00 

2,500.00 

204,347.19 

Printed 13:03:34 14 DEC 2021 



Elected Official Job Title Description Annual Salary 

COURTROOM SECURITY OFFICER $46,541.25

DRUG COURT CASE MGR/COURT ASST $48,144.10

SPECIALTY COURT ADMINISTRATOR $71,577.74

Co Judge - Maint & Custodial MASTER ELECTRICIAN $60,725.18

FACILITIES CUSTODIAN SUPERVISOR $56,620.98

ASSISTANT CUSTODIAL SUPERVISOR $40,987.23

FACILITIES MAINT & CONSTRUCTION SUP $56,995.90

GENERAL SERVICES ASSISTANT $40,489.54

MAINTENANCE SERVICE TECHNICIAN $50,278.80

MAINTENANCE SERVICE TECHNICIAN $47,535.49

BUILDING CUSTODIAN/MAINTENANCE $36,630.46

BUILDING CUSTODIAN/MAINTENANCE $35,835.70

BUILDING CUSTODIAN/MAINTENANCE $35,247.26

BUILDING CUSTODIAN/MAINTENANCE $35,240.61

BUILDING CUSTODIAN/MAINTENANCE 3@ $35,232.70

BUILDING CUSTODIAN/MAINTENANCE $33,072.00

Prosecuting Attorney CASE MANAGEMENT SUPERVIOSR $57,260.84

DEPUTY PROSECUTOR 4 @ $85,790.12

DEPUTY PROSECUTOR $85,680.14

FELONY CASE MANAGER $43,943.12

FELONY CASE MANAGER $41,141.57

FELONY CASE MANAGER $40,753.44

JUDICIAL COLLECTIONS ADMINISTRATOR $43,576.00

LEGAL ASSISTANT I 2 @ $40,722.86

LEGAL ASSISTANT I $40,060.80

LEGAL ASSISTANT I $39,312.00

LEGAL ASSISTANT I $38,980.86

LEGAL ASSISTANT I $38,584.00

LEGAL ASSISTANT I $38,355.20

LEGAL ASSISTANT I $38,353.95

LEGAL ASSISTANT I $38,188.80

LEGAL ASSISTANT I $37,856.00

LEGAL ASSISTANT I $37,643.63

LEGAL ASSISTANT I $36,933.52

LEGAL ASSISTANT I $36,570.77

LEGAL ASSISTANT II $43,028.54

LEGAL ASSISTANT II $43,014.40

LEGAL ASSISTANT II $41,425.28

LEGAL ASSISTANT II $40,435.20

LEGAL ASSISTANT II $39,312.00

OFFICE MANAGER - ADMINISTRATION $58,204.64

OFFICE MANAGER - LEGAL $58,204.64

SR INVESTIGATOR-PA $67,188.99

VICTIM ASSISTANCE COORD. $53,139.42

Public Defender CASE MANAGER $46,469.28

CASE MANAGER $46,144.38

CASE MANAGER $45,479.82

CASE MANAGER $45,050.72

CASE MANAGER $43,742.40

DEPUTY PUBLIC DEFENDER 2 @ $75,819.90

DEPUTY PUBLIC DEFENDER $74,317.88

DEPUTY PUBLIC DEFENDER 2 @ $70,785.26

DEPUTY PUBLIC DEFENDER $69,722.64

INVESTIGATOR $50,005.28

LEGAL SECRETARY I $42,928.70

OFFICE MANAGER $57,863.00

ashlie.west
Highlight

ashlie.west
Highlight
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      PULASKI COUNTY    Grade C118 
 
POSITION TITLE: Paralegal  

DEPARTMENT/DIVISION: County Civil Attorney  

REPORTS TO: County Civil Attorney  

FLSA STATUS: Non-Exempt 

This position is not safety sensitive and is not subject to random drug and alcohol testing. 

This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and 
minimum qualifications of this job.  The incumbent(s) may be required to perform job related responsibilities and 
tasks other than those stated in this job description.  Nothing in this job description restricts management’s right to 
assign or reassign job-related responsibilities and tasks to this job at any time.  Certain functions are understood to 
be essential; these include, but are not limited to, attendance, getting along with others, working a full shift, and 
dealing with and working under stress.  Any essential function of this class will be evaluated as necessary should an 
incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the 
Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the 
incumbent/applicant only to the extent medically and reasonably feasible.   
 
JOB SUMMARY:  Responsible for providing support to the legal staff of the County Attorney’s 
Office with legal research, preparation of legal documents, and maintenance of legal case files 
and litigation calendar; assists with the management of the attorney’s non-litigation calendars 
and research files. 
 
ESSENTIAL JOB FUNCTIONS: 

1. Conducts legal research to assist legal staff with case preparation. 
 
2. Organizes and maintains litigation files. 
 
3. Drafts discovery pleadings and organizes documents. 
 
4. Maintains litigation calendar for all legal staff within office ensuring appropriate 

deadlines. 
 
5. Conducts legal research and prepares drafts of memoranda, legal opinions, 

ordinances, and legislation for review by attorney. 
 
6. Maintains Bond Forfeiture files and scheduling; drafts order and pleading as 

required. 
 
7. Monitors bankruptcy and foreclosure files; prepares pleadings as may be necessary. 
 
8. Indexes and summarizes depositions; organizes and prepares exhibits for trial. 
 
9. Prepares subpoenas as directed; serves or ensures the serving of subpoenas. 
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10. Assists at trial as requested by attorneys. 
 
11. Assists taxpayers in resolving tax assessment and tax payment problems. 
 
12. Maintains law library in County Attorney’s Office. 
 
13. Performs Office Manager/Legal Secretary’s duties. 

 
SECONDARY DUTIES AND RESPONSIBILITIES: 

1. Performs other related duties as assigned. 
 
PERSONNEL SUPERVISED: None.  
 
WORKING CONDITIONS: 
Work is performed primarily indoors in a smoking restricted environment.  Occasional trips 
outside the office to the law library and courtrooms are required. 
 
MINIMUM QUALIFICATIONS: 

 
REQUIRED SKILLS, KNOWLEDGE, AND ABILITIES: 
Considerable knowledge of State and Federal Statutes, case laws, precedents, and County 
ordinances concerning governmental operations, ad valorem taxation, labor law, and local 
government finance. 
 
Considerable knowledge of court proceedings and processes. 
 
Ability to prepare motions, court orders, and legal documents related to case presentation. 
 
Ability to conduct legal research. 
 
Ability to read, interpret, and apply Federal and State Laws, regulations, and statutes. 
 
Ability to maintain organization of office, files, attorney calendars, and litigation calendars. 
 
Skill in the operation of a computer. 
 
PHYSICAL REQUIREMENTS: 
Ability to communicate effectively orally via telephone and in person. 
 
Digital dexterity necessary for keyboard operation. 
 
Visual acuity necessary for use of computer screen and reading of legal documentation. 
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EDUCATION AND EXPERIENCE: 
Completion of college level coursework in legal, paralegal, or related field;  some experience 
in the paralegal, legal research, case preparation, or a related area; or any equivalent 
combination of experience and training which provides the required skills, knowledge, and 
abilities. 
 
ADDITIONAL REQUIREMENTS: 
Must possess or be able to immediately obtain a valid Arkansas Driver’s License. 
 
Employment contingent upon successful completion of a criminal background check. 
 
Prefer: Paralegal certificate 
 

 
PHYSICAL REQUIREMENTS: 
The physical activities marked below are representative of those that will be required on a regular basis to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

Work involves: YES NO 
lifting, pushing, pulling or carrying 40 pounds or more  X 
the operation of earth-moving equipment or commercial motor vehicles  X 
The operation of non-commercial motor vehicles X  
The operation of tools such as axes, shovels, sling blades  X 
The operation of motorized equipment such as chain saws, power saws, 
jackhammers, lawn mowers, tractors  X 

Balancing, bending, climbing, stooping, twisting, or reaching out in unusual 
positions  X 

Sitting for long periods of time X  
Running, standing, or walking over a long period of time  X 
Working above ground or floor level, such as on stools or ladders  X 
Working in a relatively high average degree of temperature over a long 
period of time  X 

Considerable physical exertion of the whole body over a long period of 
time  X 

Exposure to hazardous conditions  X 
Requires near vision (20 inches or less) X  
Requires distance vision (20 feet or more)  X 
Detection of color differences  X 
Determination of the correct location of a sound, such as footsteps  X 
Hearing and understanding conversation or sounds X  
Speaking/talking X  

 
Created: JNK 5/18/21 
Reviewed: April 2022 JM 



Garland County 
Position Description 

 
JOB TITLE: Administrative Assistant to the County Attorney 

Exempt(Y/N): No     Department: County Attorney 
Date Prepared: April 2019    Supervisor: County Attorney 
 
 
SUMMARY: 
 
The Administrative Assistant to the County Attorney is to provide specialized secretarial 
and legal assistance as requested by the County Attorney. This individual has the 
responsibility of assisting the County Attorney in the daily functioning and 
administration of his office and in the preparation of cases for trial in order to maintain 
continuity and serve as a liaison between the County Attorney, the public, county elected 
officials, department heads and employees, and other county and state offices.  Highly 
complex clerical and secretarial skills and experience are a necessity, as well as a high 
initiative to compose and complete pleadings and correspondence as needed.  This 
position must promote a high level of professionalism as this individual will have 
considerable public contact in maintaining public relations for the office of County 
Attorney, via telephone, other county, city and state agencies, the general public, various 
vendors and all individuals involved in Garland County’s civil legal matters. The 
Administrative Assistant will be under the direct supervision of the County Attorney only 
and shall perform all tasks as directed by the County Attorney. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other 
duties may be assigned by the County Attorney: 
 

1. Provide specialized secretarial services to the County Attorney as needed and 
ordered, consisting of composing, typing, and filing routine and complex 
forms, pleadings, and correspondence. 

2. Screen calls and arrange appointments for the County Attorney. 
3. Respond to incoming mail at the direction of the County Attorney. 
4. Compile and disseminate information as needed. 
5. Acknowledge and calendar trial dates, events, and meetings. 
6. Attend meetings and court as needed to provide support services for the 

County Attorney. 
7. Be responsible for case management as directed to include: 

a. Draft preparation, filing, obtaining service, distribution and follow-up on 
pleadings, subpoenas, orders, correspondence with counsel and the court, 
etc.; 

b. All other services as needed from beginning of litigation to conclusion. 
8. Conduct all liaison activities in a professional manner to ensure maximum 

cooperation between the County Attorney, elected officials, the public and 
other county and state offices. 

9. Promote confidence in Garland County and the County Attorney’s office. 



 
QUALIFICATION REQUIREMENTS: 
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or disabilities to perform the essential functions. 
 
EDUCATION AND/OR EXPERIENCE; 
 
Minimum of high school diploma or general education degree (GED); must have 
extensive knowledge of legal procedure and the justice system; must have a minimum of 
six (6) years Legal Secretary experience or similar experience in legal administration in 
the public or private sector; experience in general office management is mandatory. 
 
OTHER SKILLS AND ABILITIES: 
 

1. The diversity of activities in this office and the requirements that will be asked 
by the County Attorney of his Administrative Assistant require organizational 
skills and the ability to work under pressure with a constant awareness that all 
actions are subject to scrutiny by the public. 

2. Must possess excellent communication and human relations skills and the 
ability to get along and work with all types of individuals in various emotional 
states. 

3. Must have extensive knowledge of the legal system and an understanding of 
legal terminology and judicial proceedings. 

4. Must have a high level of independent judgment and the ability to make 
appropriate plans of action as called upon. 

5. Must be able to work independently, efficiently and with initiative and 
ingenuity. 

6. Must have an exceptional knowledge of proper English and have strong 
writing and verbal communication skills. 

7. Must have extensive knowledge of office procedures, regulations, and 
operations. 

8. Must have the ability to maintain effective working relationships with top-
level administrators, officials, staff within all departments, and the public. 

9. Must have strong analytical/problem solving abilities to analyze facts, 
statements and evidence. 

10. Must have the ability to deal effectively with the public in receiving and 
giving information, screening calls, referring calls, and arranging 
appointments for the county attorney. 

11. Must have an exceptional ability to compose effective correspondence and 
legal pleadings. 

12. Must be reliable, trustworthy, honest, and able to accept responsibility. 
13. Must have an extensive knowledge of modern business procedures, 

regulations, and office equipment, including computers, and be willing to be 
trained to keep operations current. 



14. Must be familiar with law enforcement agencies and municipalities and civil 
remedies. 

15. Must have the ability to learn new tasks readily. 
16. Must have the ability and initiative to carry out the oral and written 

instructions of the County Attorney. 
 
TECHNICAL SKILLS: 
 
Extensive experience in the operation of computers, copiers, facsimile machines, and 
other office equipment is mandatory. 
 
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.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to use their 
hands to type, write, and use equipment.  This individual must have the ability to speak, 
hear, see, stand, walk, sit, stoop, kneel, crouch and reach. 
 
The employee is occasionally required to lift and/or move up to ten (10) pounds. 
 
Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision and the ability to adjust focus. 
 
WORK ENVIRONMENT: 
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The noise level in the work environment is usually moderate. 
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Legal Secretary I, Assistant to Deputy Prosecuting Attorney 
Job Description 

 
 
SUMMARY:  The Legal Secretary I position of the Prosecuting Attorney’s Office has different 
and various duties related to the Felony Division, Misdemeanor Division and the Juvenile 
Division, reporting to the Deputy Prosecutors whom they assist 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 
 

• Handle all information received by this office in a highly confidential manner. 
• Obtain case reports from Law Enforcement Agencies on cases and effectively organize 

and present to the Deputy Prosecutor.  Also, maintain file as case develops working with 
outside agencies gathering additional information from different sources such as the 
Office of Child Support, Sex Offender Registry Records, Arkansas (or other state’s) Driver 
Control Records, Certified Priors Convictions. Must follow Children Advocacy Center 
confidentiality protocol when dealing with records pertaining to sexual crimes against 
children.  Send out discovery in a timely manner.  Prepare for Bench Trials, Suppression 
Hearings and Jury Trials when necessary.  

• Issue Jury Trial Subpoenas and other Duces Tecum Subpoenas for various types of 
records. 

• File legal documents with the Circuit Clerk’s Office.  Request certified prior conviction 
when necessary. 

• Transcription of various types of audio recordings related to felony cases. 
• Daily contact with Arkansas State Crime Lab, Law Enforcement Agencies, Court Systems 

across the US to obtain necessary documents to complete case files.  
• Certified to run NCIC/ACIC criminal histories.   
• Use various programs to gather information regarding defendants and witnesses, i.e. 

Justice Exchange, GTL Lazer Phone Mgt. System, Southern Software-Jail Pak System, and 
Southern Software-Sheriff Pak System. 

• Schedule related appointments and maintain calendars for Deputy Prosecuting 
Attorneys when necessary. 

• Screen calls from victims and witnesses and direct them to the appropriate 
personnel/department. 

• Assist other legal assistants with case load/transcription.  Back up switchboard operator 
when necessary. 

• Handle law enforcement requests for issuance of duces tecum subpoenas for a variety 
of records, such as phone, banking, medical records.   

• Communicate effectively with criminal defense attorneys and other outside agencies 
regarding case files. 

Misdemeanor legal assistant attends Rogers and Bentonville District Court twice monthly with 
the misdemeanor Deputy Prosecutor to help coordinate a heavy volume of trials on those 
dates.  
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ADDITIONAL SPECIALIZED DUTIES assigned to legal secretary I include the following: 
 

• Prepare and file petitions for the involuntary commitment of persons suffering from 
mental illness who are deemed to be homicidal, suicidal, or incapable of caring for 
themselves. Coordinate witnesses for hearings on those petitions, including expert 
witnesses. Coordinate with the Benton County Sheriff’s Office for the court attendance 
of the person suffering from mental illness. Prepare court orders following hearings and 
coordinate with the Benton County Sheriff’s Office for transport of the committee to the 
proper mental health facility.  

• Develop and maintain all Sex Offender Screening and Risk Assessment files. Ensure that 
the Department of Correction has full background and case file information to 
effectively screen sex offenders for the appropriate registration levels.  

• Develop and maintain files on all defendants who have been acquitted by reason of 
mental disease and who are supervised in the Act 911 program administered by the 
Arkansas State Hospital System. Respond appropriately to communication received 
from the defendant’s Act 911 supervisor, including filing petitions in the probate division 
of circuit court to, for example, return an acquitted defendant to the State Hospital for 
treatment.   

• Develop and maintain files on petitions for post-conviction relief filed pursuant to Rule 
37 of the Arkansas Rules of Criminal Procedure.  

• Develop and maintain files on petitions to seal and/or expunge criminal records 
pursuant to Act 346 of 1975 

• Develop and maintain all files for civil asset forfeitures and file in the proper division of 
circuit court. Coordinate with the service of the complaint and summons on the proper 
persons.  

• Assist as a backup to the Victim Advocate in assisting victims of crime with Orders of 
Protection against their abusers.  

• Develop, maintain, and file petitions for destruction of contraband and evidence no 
longer needed for trial.  

• Develop and maintain files for petitions to revoke probation or suspended sentence. 
 
 
 
 
 
 
QUALIFICATION REQUIREMENTS: 
To perform this job successfully, and individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or 
ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
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EDUCATION and/or EXPERIENCE: 
High School, and knowledge of computers, especially Microsoft Office 2007.  At least two (2) 
years of office experience.  Possess good typing/computer skills, general secretarial skills as well 
as organizational skills.  Must possess good public relations and communication skills.  
Experience in the legal profession is helpful, but not required. 
 
WORKING RELATIONSHIPS: 
Assist Deputy Prosecuting Attorney’s in their positions to maintain an efficient work 
environment.  Position will require daily contact with attorneys, law enforcement officers, 
various outside agencies as well as Courts, Judges, and their Case Coordinators, etc. 
 
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.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to sit, reach with 
hands and arms, use hands to handle or feel objects/controls and talk or hear.  The employee is 
occasionally required to stand and walk.  Specific vision abilities required by this position 
include close and distance vision and the ability to adjust focus. 
 
The employee must occasionally lift and/or move up to 25 pounds. 
 
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the typical work environment is moderate.   
 
 
Approved by: __________________________  Date:  ___________ 

      

 

JESAP Grade Assignment:   7   Date:   10/9/2012   
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