
WASHINGTON COUNTY 
Job Description 

JOB TITLE: Assistant Hot Check Administrator – Prosecutor’s Office 
______________________________________________________________________________ 
 
Exempt (Y/N): No                  DEPARTMENT: Prosecuting Attorney 
DATE REVIEWED: October 2012                     SUPERVISOR: Hot Check Administrator 
______________________________________________________________________________ 
SUMMARY: 
Incumbent is responsible for assisting in the coordination of the Hot Check Program and 
supervision of part-time Check Collection Clerk. Incumbent meets with merchants concerning 
hot checks, issues warrants and information’s, enters hot checks in case management system, 
sends out letters to potential defendants, collects money from defendants and/or potential 
defendants, makes deposits, answers phones and assists the public with any questions regarding 
the hot check statute. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 
 

 
1. Supervise the work activities of a part-time check collection clerk. 

 
2. Assist Hot Check Administrator in training merchants concerning hot check statutes and 

necessary procedures involving check acceptance. 
 

3. Perform duties involving the initial receipt of hot check affidavits. Review, enter 
information into computer, review existing file on each defendant and prepare felony 
affidavit if warranted.  
 

4. Supervise or prepare the certified notification of person who wrote check. 
 

5. Accept or supervise acceptance of payments for hot checks, including entry of 
information into computer and printing of receipts. 
 

6. Answers phones and supervises the answering of phone calls related to hot check issues.  
 

7. Assists citizens, attorneys, and victims navigate the Hot Check System. 
 

8. Control and track collection of funds by maintain an audit trail of transitions, including 
deposit of payments into correct checking account and balancing four checking accounts 
on monthly basis.  
 

9. Prepare weekly deposits. 
 

10. Prepare the disbursement of restitution checks. 



 
11. Prepare warrants for those checks which are not collected at the end of ten days and 

verify warrants are served.  
 

12. Must be available to testify in court. 
 

13. Assist Hot Check Administrator in purchasing supplies and preparing statistics for 
quorum court.  
 

14. Assist in the creation of forms and brochures as needed for Hot Check Program 
 

15. Contact police agencies regarding forgeries. Prepare forgery affidavits, obtain proper 
signatures, and maintain chain of custody of forged checks.  
 

16. Review each case file to verify that a Judgment has been entered. If not, check case file in 
Circuit Clerk’s Office. Make copy of existing Judgment and send to each party (i.e. 
defense attorney, WCSO, etc.) 
 

17. Ensure all activities are professionally and ethically performed in accordance with the 
law to protect the individual rights of all citizens in Washington County. 
 

18. Treat all citizens of Washington County in a professional and ethical manner. 
 
 
 
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 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
 
EDUCATION and/or EXPERIENCE: 
Minimum of  High School Diploma or equivalent; Must have at least two years of money 
management experience and supervisory experience. 
 
OTHER SKILLS and ABILITIES: 
The incumbent should be a self-starter; have strong written and verbal communication skills; 
must have understanding of legal terminology; must possess the ability to establish good rapport 
with individuals, often under difficult circumstances. The incumbent should possess computer 
skills, such as Power Pint, Microsoft Word, Corel 8, Excel; and have knowledge of general 
office machines, such as computer, calculator, copier, FAX, PRINTER, Multi-Media Projector, 
Poster Maker, audio/video, etc. Must be willing to work long hours for trial preparation.  
 
 



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, bend, and 
stoop; use hands to feel, finger objects and to talk or hear. The employee must occasionally reach 
with hands and arms; stand and walk.  
 
Specific vision abilities required by this job include close vision. 
 
The employee is frequently required to lift or move up to ten (10) 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. 
 


