
 
 

THE COUNTY OF INYO 
 

INVITES APPLICATIONS FOR 
 

ASSISTANT  
DISTRICT ATTORNEY 

 
 
 
 
 
 
 
 

 
 

 
FINAL APPLICATION FILING DATE: 

OPEN UNTIL FILLED 
 
 



 
 

THE POSITION:   The Assistant District 
Attorney is responsible for assisting the 
District Attorney with administering the 
ongoing activities of the District Attorney’s 
Office and assists in developing and 
implementing departmental goals and 
objectives within general policy guidelines.  
The Assistant District Attorney receives 
administrative direction from the District 
Attorney and exercises direct supervision 
over professional, para-professional, 
technical, and clerical personnel. 

 
ESSENTIAL JOB DUTIES:    Duties may 
include, but are not limited, to the following: 

Assists in planning, directing, organizing, 
coordinating, and evaluating the overall 
activities of the District Attorney’s Office 
consisting of legal, investigative, and 
support staff in the provision of the highest 
level of legal services to the County’s 
citizens; manages, directs, monitors, and 
participates in the prosecution of all criminal 
cases; 

Directs, coordinates, monitors, and 
participates in the full range of legal 
activities involving the investigation and 
prosecution of the more routine to the most 
complex criminal cases; prepares and 
presents cases in court; 

Directs, coordinates, monitors, and 
participates in the review of complaints and 
reports filed by arresting officers or 
complainants; interviews complainants and 
witnesses in regard to prospective criminal 
complaints; subpoenas witnesses; approves 
or rejects the filing of complaints in such 
criminal matters;  

Directs, coordinates, monitors, and 
participates in the research and review of 
applicable laws, case law, and previous 

court decisions; interprets and applies laws, 
court decisions, and other legal authorities in 
the preparation of cases, opinions, and 
briefs; prepares pleadings and other 
papers/legal documentation in connection 
with trials, hearings and other legal 
proceedings; 

Reviews cases for any assistance required 
of investigation staff; assigns investigatory 
staff to secure evidence and/or conduct 
investigations; assembles and evaluates 
evidence, initiating and supervising the work 
of assigned investigatory staff; 

Consults and cooperates with other 
department managers, judges, and the 
Attorney General on all aspects of criminal 
action;  

Directs, coordinates, and oversees the 
development and implementation of the 
District Attorney’s Office’s policies and 
procedures to ensure compliance and 
consistency with legal mandates, laws, and 
guidelines, as well as the directives of the 
Board of Supervisors and the District 
Attorney; 

Participates in the development and 
monitoring of the District Attorney’s annual 
budget; assists in the ongoing administration 
of the budget’s revenue and expenditure 
transactions, recordkeeping, and fiscal 
reporting as necessary and as assigned. 

Recommends and participates in the 
appointment of departmental personnel; 
provides or coordinates staff training; 
conducts performance evaluations; 
implements discipline procedures as 
requested; maintains employee morale and 
high standards necessary for the efficient 
and professional operation of the District 
Attorney’s Office; 



Represents the District Attorney and his 
Office to outside agencies and 
organizations; participates in outside 
community and professional groups and 
committees; provides technical assistance 
as necessary; 

In the absence of the District Attorney, 
assumes responsibility of the Office as 
needed; 

Performs a variety of special assignments 
and related duties as assigned. 

 

EMPLOYMENT STANDARDS :  Must 
possess active membership in the California 
State Bar; plus ten years in the general 
practice of law, or five years as a prosecutor 
with a District Attorney’s Office including at 
least one year at the level of Deputy District 
Attorney IV or above, or five years of 
experience with other criminal prosecuting 
agency including at least one year at a level 
comparable to Deputy District Attorney IV or 
above. 

Knowledge of :   Principles and practices of 
criminal and juvenile law; practices, 
principles, and methods of legal research; 
California criminal law and procedures; 
California code of evidence and judicial 
rules; principles and practice of criminal 
pleadings; trial and hearing procedures and 
rules of evidence; the State Penal, Welfare, 
and Institutions Codes; rules of Court and 
precedent decisions impacting the 
prosecution of misdemeanor and felony 
cases; all aspects of legal administration, 
including appropriate methods, procedures, 
and technical expertise; public sector law, 
California and federal statutory and 
consitutional law, civil and appellate 
procedures and County ordinances and 
regulations; principles and practices of 
policy development and implementation; 
principles and practices of leadership, 
motivation, team building, and conflict 
resolution; principles and practices of 
business correspondence and report writing; 
responsibilities, power, and statutory 
limintations of the District Attorney’s Office; 
budgeting procedures and technicques; 
principles and practices of organizational 
analysis and management; standard and 
accepted office procedures and computer 
equipment. 
 
Ability to:      Know and understand all 
aspects of the job; know laws, regulations, 
and codes; observe performance and 
evaluate staff and problem solve office-
related issues; analyze budget and technical 
reports; explain and interpret policy; analyze 
and apply legal principles, facts, evidence 
and precedents to legal problems; present 
law, facts, and arguments clearly and 

logically in written and oral form; investigate, 
explain, and write reports on criminal law 
and related legal matters; prepare and 
present legal cases and perform legal 
research; work with various cultural and 
ethnic groups in a tactful and effective 
manner; obtain information through 
interview; handle multiple cases; work with 
interruption; deal firmly and courteously with 
the public; select, train, motivate, and 
evaluate professional, para-professional, 
and clerical staff; work under time 
constraints and exacting professional and 
legal standards; operate and utilize a variety 
of office equipment including computer 
hardware, software, and peripheral 
equipment at a sufficient level for successful 
job performance; meet the physical 
requirements necessary to perform required 
duties in a safe and effective manner for self 
and others; establish and maintain effective 
working relationships with those contacted in 
the performance of required duties. 
 
Typical Working Conditions :  Most 
assigned work is normally performed in an 
office or courtroom environment.  
Continuous contact with County staff, 
management, outside legal counsel, the 
general public, and outside 
organizations/agencies.  This is a 
Countywide position, and the Assistant 
District Attorney is expected to report to  and 
perform work at all office and/or court 
locations within Inyo County as needed to 
complete assigned duties.  There are District 
Attorney’s offices and Courts in 
Independence and Bishop.  The office to 
which the Assistant District Attorney is 
expected to report to work on any day will be 
dertermined by the Court schedule.   

 

Further Specifications:   A detailed job 
description and requirements are available 
upon request.  Any new employee must 
successfully complete a six-month 
probationary period. Must possess a valid 
operator’s license issued by the California 
Department of Motor Vehicles at time of 
appointment. 

 

APPLICATION:    This recruitment will 
remain open until position has been 
filled.  Must apply on Inyo County 
application form to the Inyo County 
Personnel Department, P.O. Box 249, 
Independence, CA  93526.   A cover letter 
and/or resume will be accepted in addition to 
the application form but will not serve as a 
substitute for a completed application.  It is 
not acceptable to complete the 
application with statements like 
“See/Refer to Resume” or “See 
Attached”.   Incomplete applications will not 
be processed. 



SELECTION PROCEDURE:  

Selection procedures will be determined by 
the number and qualifications of the 
applicants.  All items listed under 
Employment Standards may be used as 
criteria for the screening of applicants.  
Those meeting the greatest number of 
criteria will be considered the most highly 
qualified and may be called for an oral 
interview. 

 

 
 

Special Requirements :  Must successfully 
complete an extensive pre-employment 
background investigation and physical 
examination. 

 

SALARY AND BENEFITS  

Salary:    $8,973/mo. (includes 10% 
license premium pay) 

 
�      CalPERS Retirement System (2% @ 

55) - employee contribution of 7% paid 
by Inyo County (EPMC reported as 
wages). 

�     Two medical plans available with 100% 
of employee and dependent monthly 
premium paid on one plan. 

�     100% of employee and dependent 
monthly premium paid for dental and 
vision.  

�     $20,000 term life insurance policy on 
employee. 

�      Vacation—10 days per year during the 
first three years; 15 days per year after 
three years; 1 additional day for each 
year of service after ten years to a 
maximum of 25 days per year.   

�      Sick leave—15 days per year;. 
�      Flex (personal days) - 5 days per      

fiscal year. 
�      Paid holidays—11 per year. 
 

About Inyo County  

Inyo County lies along the eastern slopes of 
the Sierra Nevada Mountains and extends 
eastward to the Nevada border.  The County 
encompasses the highest point in the 
continental U.S. (Mt. Whitney) and the 
lowest point in the U.S. (Bad Water).  It is 

the second largest county in California, with 
a size of 6,490,200 acres.  Included in this 
large area is a population base of 
approximately 17,945.   

The City of Bishop is the only incorporated 
city in the County and the Bishop area has a 
population of approximately 12,000.  There 
are several smaller unincorporated towns 
throughout Inyo County.  Inyo County has 
been called the “outdoor playground of the 
Eastern Sierra”. 

 
Recreational Opportunities 

�� Skiing at Mammoth/June Mountain 
�� Backpacking/Camping Sierra 

Nevada and Great Basin 
�� Fishing and Hunting—Wild Trout 

Fishing, Deer, Fowl, etc. 
�� Horseback Riding – Clubs and 

Wilderness Trails 
�� Running, Biking, and Swimming 
�� Mountaineering 
�� Boating and Water Skiing 

 
Educational/Cultural Opportunities 

�� Cerro Coso Community College 
�� Geology of the Great Basin – 

Classes and Field Trips 
�� White Mountain Research Station, 

University of California 
�� Owens Valley Radio Observatory, 

Cal Tech 
�� Native American Cultural History 
�� Inyo Council for the Arts 
�� Music Clubs, Cowboy Poetry 

Reading 
�� Eastern CA Museum, Independence 
�� Laws Railroad Museum 

 
Local Events 

�� Mule Days 
�� Tri-County Fair 
�� Labor Day Rodeo & Homecoming 
�� 49er Encampment in Death Valley 
�� 4th of July in Independence 
�� Millpond Music Festival 
�� Lone Pine Film Festival 

 
Weather—Water—Air 

�� Four Seasons Enjoyment 
�� Excellent Air Quality 
�� Streams, Lakes, & Hot Springs 


