	Tom Berg 

First Assistant
Vivian King 

Chief of Staff
	[image: image1.jpg]




	 Criminal Justice Center

                  1201 Franklin, Suite 600

            Houston, Texas 77002-1901

	Harris County District Attorney

KIM K. OGG



HARRIS COUNTY ADMINISTRATIVE ASSISTANT 
GENERAL HIRING INFORMATION

Administrative Assistant Positions are posted with Harris County Human Resources and Risk Management (HRRM).   You may access this link to view any open positions:  

http://www.harriscountytx.gov/hrrm/
Criminal and Employee Background checks are required.
Education/Experience: 
High School Diploma or GED equivalent is required.  A minimum of two (2) years general office experience,  or two (2) years of experience with a criminal justice agency, or sixty hours of college or technical school in Business Administration, Criminal Justice, Public Administration or directly related field.   Experience in a legal environment is preferred.

Skills Requirements:  
A successful candidate must have strong communication and organizational work skills.   The candidate must pass the Clerical Skills and Typing Test with a minimum score of 85% and type speed of 40 w.p.m. with 85% accuracy.   See HRRM link for testing availability dates.
Hours:

Monday through Friday: hours may vary depending on division placement, but generally 8:00 a.m. to 5:00 p.m.  Intake Division has two swing shifts:  12:00 a.m. to 8:00 a.m. and 4:00 p.m. to 12:00 a.m.  
Benefits:

Harris County benefits include Medical, Dental, Vision and Retirement.  Life and disability insurance are available approximately four months after hire date.
Salary:

Will be discussed in Departmental Interview.   
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