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City of Charles Town 
Job Description 

 
 
 

Job Title:  Municipal Prosecutor 
 

 
 

This person works as a member of the municipal court team with the primary role of prosecuting 
crimes committed within the City of Charles Town though it’s Municipal Court. The Prosecutor 
should be willing to gain an understanding of the needs of the Charles Town community in regard 
to its property code enforcement program, traffic enforcement program, and occasionally other 
miscellaneous programs.  A Prosecutor, confident in his or her advocacy role, will be able to 
maintain a calm and steady presence that will be appreciated by the trial judge and best serve the 
needs of the City.  This is a part time position that typically serves for one arraignment session and 
one trial session per month.  
 
Essential Duties, Skills, and Responsibilities: 
To perform this job successfully, an individual must be able to perform each essential function 
satisfactorily.  Reasonable accommodations may be made to enable qualified individuals with 
disabilities to perform the essential functions. 
 
 The prosecution of all crimes committed within the City where criminal misdemeanor 

charges are appropriately made under a City Ordinance. 
 Trying cases before City Judges and de novo appeals to Circuit Judges 
 Administering uniform and fair procedures for negotiation and settlement of citations with 

input from the City’s officers and employees 
 Ability to work independently on multiple and varied tasks while prioritizing the work. 
 Ability to write correspondence, policies and directives. 
 Ability to effectively communicate with other organizational leaders, peers, and subordinates. 
 Ability to effectively present information in one-on-one and small group situations. 
 Ability to act proactively and deliver on deadlines. 
 Ability to communicate with people outside the organization and represent the organization to 

customers, the public, government, and other external sources. 
 Ability to keep up-to-date technically and applying new knowledge to your job. 
 Knowledge in word processing, spreadsheet and other office automation equipment and 

systems involving a variety of software applications. 
 Knowledge of basic governmental procedures and policies and how to search state and local 

laws for relevant information. 
 Skill at analyzing information and evaluating results to choose the best solution and solve 

problems. 
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 Skill at assessing the value, importance, and quality of things or people. 
 Skill at compiling, categorizing, calculating, or verifying information or data. 
 Skill at using relevant information and individual judgment to determine whether events or 

processes comply with laws, regulations, or standards. 
 Skill at establishing long-range objectives and specifying the strategies and actions to achieve 

them. 
 Skill at providing guidance and expert advice to management or other groups on technical, 

systems-related, or process-related topics. 
 
Knowledge, Skills, and Abilities 
 The applicant should also have a basic understanding of the criminal justice system and of the role of 

the prosecuting attorney within that process. 
 Must possess basic trial advocacy skills 
 Must be familiar with Rule 3.8 of the West Virginia Rules of Professional Conduct which apply to 

prosecutors in criminal cases 
 Ability to understand and act on oral and/or written instructions. 
 Ability to establish successful working relationships and work within a diverse community. 
 
Education/Experience Qualifications  
Experience: Applicant should be licensed to practice law in the State of West Virginia and be in good 

standing with the State Bar. A Prosecuting Attorney must feel comfortable in 
courtrooms, therefore, some trial experience is preferred.  

 
Education: Applicant must possess Juris Doctorate Degree from an accredited university. 
  
Pay 
This is a part time position that is paid on a per session basis.  The current rate per arraignment or trial 
session is $250.00. 
 
Reporting Requirements 
Reports Directly To:   Operations Director  
Review Responsibility:  Operations Director  
  
Physical Requirements and Work Environment  
• Must be able and capable of the physical demands and work environment representative of 

those an employee encounters while performing the essential functions of the job. 
• Reasonable accommodations may be made to enable individuals with disabilities to perform 

the job. 
• Position is primarily sedentary for long periods of time in a controlled climate.  

 
This job description reflects management's assignment of essential functions; nothing herein restricts 
management's right to assign or reassign duties and responsibilities to this job at any time. 
 
 


