
 

 
Nancy J. Boose, SHRM-SCP 

Human Resources Director 
Vermilion County Board 

 
County Administration Building         201 N. Vermilion                      Danville, IL 61832 
Phone: (217) 554-6005            Fax: (217) 554-6010        e-mail: njboose@vercounty.org 

Notice of Job Vacancy 
 
DATE:    November 14, 2024 
 
POSITION:   Legal Secretary II  
 
DEPARTMENT:  Probation and Court Services 
 
TERMS OF EMPLOYMENT: Full-time   
 
BARGAINING UNIT:  IBEW – Judicial 

 
BASIC FUNCTION: Perform responsible and complex secretarial work for Probation 

Officers.  Type and prepare legal correspondence, documents and filing. 
 
DESIRED REQUIREMENTS:    Requires high school diploma or GED with previous legal  

secretary experience.  Experience with Microsoft 
Word, Excel, and Outlook desirable.   
   

STARTING SALARY:  $38,213 (after 12/1/24) 
  
APPLICATION PERIODS: November 14-20, 2024    ( Internal ) 
     November 21, 2024 – until position is filled   ( External ) 
 
METHOD OF APPLICATION: Send resume and application or apply in person to: 
 
     Human Resources Department 
     Vermilion County Administration Building 
     201 N. Vermilion Street, 2nd Floor 

     Danville, IL  61832 
njboose@vercounty.org  

 
County applications can be found at www.vercounty.org 

EEOP Utilization Report available for public viewing at www.vercounty.org 
AA/EOE 

 
County Benefits include: Illinois Municipal Retirement Fund (IMRF); affordable health, dental and vision 
insurance available; other ancillary benefit options available; vacation and PTO allowances; 14 holidays. 
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