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DUTIES AND STANDARDS - COURT CLERK I %

POSITION TTITLE: Tourt Clerk I %

TYPE: Full-time, permanent %

REPORTS 1'0: Court Clerk TiI %
SUDERV1SES: none ¢

GENERAL DULLES
- Malntain Cuurt records, caso files and dispositions
- In-courl procedures
Pre- and post courl proceduras
- NobLlification of parties of court dates/schedules
- Recelprting and maintenance of monies
- General office skills
- Basic recewntionist skills
Working knowledge of computers and cther office machines
- Puasi-bailiff reaponsibilities
Maintain high degree ot confidentiality
- Abide by and apply Court's Policies and proceduresn
- Attend fralning sedglons
bPEFTFLL PUTIES - Clvil Clerk
Gpen new case files, recelpt fees and malntain case 7ecords
- Tssue subpoenacs and summons for Jjudge's signature
: Prepare orders for mignature after court and distribute to parlies
Submit motions to judge for revieaw
- Assure that court schedule runs smoothly and efticiently

SPECTRTC DUTIRS - Criminal Qlerk
Opan new casge files, receipt fines and other monles
- Maintain case records
- lssue subpocnas., summons, bench warrants
- Draft jury list and notlfy pe:rsons when to appear for jury duty
- Maintain current warrant list
- Submit motions and other documents o judge for review
- Assure Lhat court schedule tune emoothly and efficiently

SPECIFIC DUTTES ¢ivil infraction Clerk
Reocolve citations and mainlain case filinq*
- Recelipt fees
Draft Wotices of Tafraction and/ot duagvmencs
- Submit motions and other documents to judge for review
- Maintain record of non-payment of judgments for collection
Aszsire thal court schedule runs smoothly and el ficiently

QUAT.IFLICATTIONS

- Must have never bean convicted or found guilty of a felony, o within
one year past of a misdemeanor involving meral turpltude

- Must be of high moral character
Knowledge o[ modarn office practicea and procadures

- Must be able te type 55 WPM (Lest vegulred)

. Demonetrated ability in grammar, punctuation and spelling with a score of
65% (tesl required)

- Knowledye of basic arithmetic, ability to make simple coqputations
acaonrately and with teasonable speed
Must be familiar with working in environment using nigh level of
confidentiality
Must be able to communicate elfectively, both writhen and oral

- High schoa! diploma o equivalsant

- {0ne vyear successful clecieal expericnees or equlvalenL eraondary education

- Able Lo write lagibly

- ability to maintain effective working telationships with othors
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