
                                                                                          NYC Job Posting ID # 566640 

 

      POSITION AVAILABLE 
  Discovery Specialist 

 
 

 
RICHMOND COUNTY DISTRICT ATTORNEY  
The men and women of the Richmond County District Attorney’s office work each day in 
partnership with Law Enforcement and the people of Staten Island to pursue justice for victims 
of crime, to prevent crime in all its forms, and to promote the safety and well-being of all citizens 
of our Borough. 
 
THE ROLE 
Under the direct supervision of the Paralegal Supervisor, the candidate will serve as a Discovery 
Specialist. Duties will include, but not limited to the following: 
 

• Assist ADA’s by requesting and obtaining discovery materials, including, but not limited 
to, 911 calls, laboratory reports, NYPD records, and OCME records. 

• Monitor and download incoming DNA, Toxicology and OCME notifications and reports 

• Upload Discovery into the digital case files 

• Working collaboratively with NYPD discovery contacts 

• Other general clerical duties as assigned    
  
MINIMUM REQUIREMENTS 
1. High school graduation or equivalent and three years of experience in community work or 
community centered activities in an area related to duties described above; or  
2. Education and/or experience which is equivalent to "1" above. 
 
PREFERRED SKILLS 
• Bachelor’s degree.  
• Prior criminal justice experience or coursework preferred.  
• Excellent verbal, written and professional interpersonal communication skills. 
 
CIVIL SERVICE TITLE: Community Associate   
SALARY RANGE: $50,000 - $55,000, Commensurate with experience; full NYC benefits package 
APPLICATION DEADLINE: Until Filled 
 
TO APPLY:  ALL APPLICATIONS MUST BE SUBMITTED THROUGH THE NYC JOBS WEBSITE 
City Employees – Click here and log in to ESS. 

https://hrb.nycaps.nycnet/psp/hcmprd/?cmd=login&languageCd=ENG&


 

 

Non-City Employees – Go to https://a127-jobs.nyc.gov/   
Search for job ID number: 566640 
Click on the job business title: Discovery Specialist  
Click on “Apply Now” at the bottom of the posting  
 
 
Please be advised only candidates under consideration will be contacted. 
The candidate selected for this position must be a resident of the City of New York or become a 
resident within 90 days of appointment. 
 
Authorization to work in the United States is required for this position.  
 
Sponsorship is not available for this position. 
 
As of August 2, 2021, all new hires must be vaccinated against the COVID-19 virus, unless 
they have been granted a reasonable accommodation for religion or disability.  If you are 
offered city employment, this requirement must be met by your date of hire, unless a 
reasonable accommodation for exemption is received and approved by the hiring agency.  
 
Nothing can provide a higher level of protection against COVID-19 or do more to speed the City’s 
recovery than vaccination, which is safe and lifesaving. Convenient and community-based 
vaccination sites can be found via nyc.gov/vaccinefinder or by calling 877-VAX-4-NYC. 
 
THE RICHMOND COUNTY DISTRICT ATTORNEY IS AN EQUAL OPPORTUNITY EMPLOYER AND A 
COPY OF THE EQUAL OPPORTUNITY PROGRAMS IS AVAILABLE IN THE HUMAN CAPITAL DIVISION. 
THE DEPARTMENT MAKES AVAILABLE ACCOMMODATIONS FOR DISABLED APPLICANTS. 
 

https://a127-jobs.nyc.gov/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvaccinefinder.nyc.gov%2F&data=04%7C01%7CRenee.Kelly%40rcda.nyc.gov%7C7fe7de5a5fbb44d8e53508d962866da4%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C637649151768510623%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=pTdMaPjHT%2BpqSi1QaxeAOkUQjz0vwl0oQcBbD82Fvo4%3D&reserved=0

