
UNION COUNTY 
 

Job Description 
 
JOB TITLE: Deputy District Attorney  DEPARTMENT: District Attorney 
 
APPROVED BY:  District Attorney  DATE: March 20, 2023 
 
PURPOSE OF POSITION: 
 

Position performs professional legal work in the investigation, preparation, 
and presentation of the cases prosecuted by the District Attorney; provides legal 
advice and services to County officials; performs related work as required. 
 
ESSENTIAL JOB FUNCTIONS: 
 

1. Prepares and presents cases for trial which includes reviewing the case, 
determining if the investigation is complete, interviewing and selecting 
appropriate witnesses, conducting legal research, preparing witnesses to 
present testimony, conducting direct and cross-examination, and drafting 
legal documents. 

 
2. Performs in-take procedures which includes reviewing incoming police 

reports and determining which charges, if any, will be filed and against 
whom on behalf of the District Attorney. 

 
3. Prepares for and appears at various non-trial court appearances such as 

arraignments, release hearings, plea proceedings, show cause hearings, 
sentence hearings, mental commitment hearings, juvenile delinquency 
and dependency matters.  

 
4. Negotiates potential case resolutions with defense counsel/defendants as 

appropriate and in accordance with facts, laws, and department policy. 
 

5. Prepares subpoenas, search warrants, and arrest warrants. 
 

6. Handles show cause hearings on child support contempt orders. 
 

7. Prepares and presents court cases in child support enforcement. 
 

8. Performs legal research and provides legal advice to County officials on 
matters affecting their operations; answers questions and prepares 
recommended interpretation outlining facts and applicable law. 

 
9. Drafts ordinance and other legal documents. 



10. Assists in developing policies for consideration and implementation by the 
District Attorney. 

 
11. Provide training, advice and input to the District Attorney’s office, staff and 

appropriate agencies, organizations or individuals regarding practices, 
procedures, strategies, etc. 

 
12. Attend Grand Jury pursuant to statute and prepare indictments as 

appropriate. 
 

13. On call to advise law enforcement officers, respond to crime scenes, and 
prepare search warrants.  
 

 
THE ABOVE DESCRIPTION COVERS THE MOST SIGNIFICANT DUTIES 
PERFORMED BUT DOES NOT INCLUDE OTHER OCCASIONAL WORK, THE 
INCLUSION OF WHICH WOULD BE IN CONFORMITY WITH THE FACTOR 
DEGREE ASSIGNED TO THIS JOB. 
 
JOB QUALIFICATION REQUIREMENTS: 
 

1. Thorough knowledge of Oregon criminal law, rules of evidence, legal 
practices, procedures and terminology, investigative techniques, and court 
procedures. 

 
2. Considerable knowledge of legal research methods and of methods for 

preparing legal documents associated with administrative and judicial 
proceedings, principles and procedures of civil law, and child enforcement 
regulations. 

 
3. Specific experience in criminal prosecutions. 

 
4. Able to organize, interpret, and apply legal principles and knowledge in 

conducting legal research and preparing legal opinions. 
 

5. Analyze facts, evidence, and precedents to arrive at logical conclusions. 
 

6. Communicate effectively both verbally and in writing. 
 

7. Establish and maintain effective working relationships with county officials, 
court officials, other attorneys, and the public. 

 
 
 
 
 



MANDATORY REQUIREMENTS: 
 

1. Doctor of jurisprudence degree, preferably supplemented by experience in 
the prosecution, function, or any equivalent combination of experience and 
training which demonstrates the ability to perform the above described 
duties. 

 
2. Must be a member of the Oregon State Bar Association. 

 
3. Valid Oregon driver’s license.  

 
4. Experience as a Deputy District Attorney or significant equivalent work. 

 
PHYSICAL DEMANDS OF POSITION: 
While performing the duties of this position the employee is frequently required to sit, 
communicate, reach and manipulate objects.  The position requires mobility, manual 
dexterity, and coordination for over 75% of the work period while operating 
equipment such as a computer keyboard, telephone, mouse, etc.  Duties may 
involve moving materials weighing up to 10 pounds on a regular basis. 
 
WORKING CONDITIONS: 
The majority of duties take place in an indoor office with usual office working 
conditions.  Outdoor travel between county buildings may be required for a short 
period each day.  The noise level in the work environment is typical of most office 
environments. 
 
SUPERVISORY RESPONSIBILITIES: 
Supervision is not normally associated with this position. 
 
SUPERVISION RECEIVED: 
Works under the general supervision of the District Attorney.   
 
 


