
 

 
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:    July 24, 2024 
 
POSITION:   Felony Division Administrative Assistant Supervisor 
 
DEPARTMENT:  State’s Attorney’s Office 
 
TERMS OF EMPLOYMENT: Full-time   

 
BASIC FUNCTION:  Performs responsible managerial duties in the administration of training 

legal support staff, grand jury planning and service operations of the 
SA’s Office. Coordinates and supervises the training of all legal support 
staff working primarily in the juvenile division.    
  

    DESIRED REQUIREMENTS:    Requires high school diploma; and, one to two years related 
      3xperience and/or training; or any equivalent combination of education 

and experience which provides the required knowledge, skills and 
abilities. Associate Degree preferred.  
   

STARTING SALARY:  $ 39,000 
  
APPLICATION PERIOD:  July 24 - 30, 2024  (Internal)  

July 1, 2024  until position is filled  ( External ) 
 
METHOD OF APPLICATION: Apply in person or send resume and application to: 
 
     Human Resources Director 
     Vermilion County Board Office 
     201 N. Vermilion Street, 2nd Floor 

     Danville, IL  61832 
     njboose@vercounty.org  
    

Application available at www.vercounty.org  
EEOP Utilization Report available for public viewing at www.vercounty.org 

 
AA/EOE 
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