
 

 

MINNEHAHA COUNTY 

invites applications for the position of:  

Paralegal 

 

All applications must be submitted by 5:00 p.m. on the date the position closes. 

 

SALARY:  $19.55 - $21.06 Hourly 

 

OPENING DATE: 10/26/12  

 

CLOSING DATE: 11/09/12 05:00 PM  

 

GENERAL INFORMATION:  

The Minnehaha County State's Attorney's Office invites applications for a Paralegal to begin 

appointment in January 2013. The Paralegal performs paraprofessional legal work and 

administrative support work. The 2013 hiring range is $19.55 - $21.06 DOQ.  

 

EXAMPLES OF DUTIES INCLUDE: 

Draft and review legal documents including research memorandums, briefs, pleadings, 

contracts, correspondence, and legislation. Collect and relay information; perform legal 

research; investigate; review police reports; assist attorneys in determining appropriate 

charges; prepare cases and files for legal proceedings and grand jury presentation; and attend 

hearings. Create and maintain resource filing systems, office brief bank, office handbook, and 

office law library. Interview witnesses and victims; communicate with clients throughout the 

course of a case; and assist with restitution. Serve as liaison between staff and office attorneys 

and other County departments and government entities, courts, law enforcement, various 

agencies, and the public in legal matters.  

 

MINIMUM QUALIFICATIONS:  

Successful completion of a two-year program in paralegal or legal assistant studies, or 

equivalent combination of education and experience. Knowledge of legal research and 

investigation techniques and procedures. Ability to organize and implement complex 

procedures. Ability to communicate effectively and tactfully both orally and in writing. Ability to 

establish and maintain effective working relationships with clients, employees, other agencies 

and the public. Ability to maintain a professional appearance and demeanor.  

 

PREFERRED QUALIFICATIONS:  

Two years of paralegal experience. Strong computer skill and technical abilities.  

 
 

APPLICATIONS MAY BE FILED ONLINE AT:  
http://jobs.minnehahacounty.org  
 
OUR OFFICE IS LOCATED AT:  

415 N Dakota Avenue  
Sioux Falls, SD 57104  
605-367-4337  
jobs@minnehahacounty.org  

Job #12-43  
PARALEGAL  

JA  

Minnehaha County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, 
religion, national origin, citizenship, ancestry, gender, pregnancy, marital status, sexual orientation, age, disability, 
veteran's status, genetic information, or any other protected group in accordance with state and federal law. 
Arrangements for accommodations required by disabilities can be made by contacting Human Resources at (605) 367-
4337.  
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