JOB DESCRIPTION

SOC CODE:  43-4031  Court, Municipal, and License Clerks

Part-Time – 16 hour

	JOB TITLE:  Deputy Clerk of Court


	JOB CODE:



	DEPARTMENT:  Clerk of Court

SUPERVISOR’S TITLE:  Administrative Assistant and Clerk of Court



	FLSA STATUS:



	POSITION SUMMARY

Under the general supervision of the Administrative Assistant, performs clerk work in coordinating and recording the activities of the court.




ESSENTIAL FUNCTIONS

1. Nature of work:  this position is involved in issuing legal documents, creating register of actions, and jury preparation.

2. Personal Contacts:  continuous contact with public; coordination of court activities with District Judge, County Attorney and other attorneys, law enforcement personnel, jurors, other interested agencies and parties, and occasional contact with other county departments.

DUTIES AND RESPONSIBILITIES

· Coordinate a jury of 3500 from the voter registration list, entering into the computer, process summons, labels, tabs (for drawing), sort, alphabetize, and tracking of excused jurors.  

· File, index, docket, scan and maintain court records and files.

· Coordinate information into and retrieve from computer.

· Create and maintain court calendar of trials and hearings.

· Maintain required minutes entries, manual index books, register of actions according to statute.
· Prepare and send files to US District Court, Supreme Court, Sentence Review and Guest Judges as required.

· Forward court records to appropriate authorities as required.

· Complete and submit fingerprint cards, certificate of adoption and vital stat records.

· Process confidential records as ordered.
· Receive and receipt fees, fines, and payments.

· Issue summons, marriage licenses, executions, subpoenas, summons for publication, and letter of appointments.

· Keep prospective jurors informed of status of pending case.

· Retention of and/or deposing exhibits, transcripts and depositions.

· Customer service (waits counter, disburse information, telephone, email, fax, copier).

· Process mail.

· Perform duties of Jury Commissioner, i.e. draw, process, and call prospective jurors.

· Transmit and receive fax and emails.

· Perform other related duties as required.

· Sign in and keep track of witnesses and jurors during jury trials.

SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Performs assigned duties 

JOB SPECIFICATIONS
Education:
 High school diploma or equivalent.

Experience:
General office courses including typing, filing, bookkeeping computer knowledge (Word), office machines, and law related field helpful.

Knowledge, Skills, Abilities and Competencies:

· Working knowledge of court, legal terms, legal forms and documents.
· Very detail oriented and organized.
· Computers, spelling and grammar.  
· Brief writing, recordkeeping, operation of office equipment, and penmanship.  
· Ability to maintain standards of absolute integrity.
· To apply legal guidelines, procedures, and statutes to an office environment,
· Prepare legal reports and correspondence.  
· To understand, apply and interpret laws, policies, and procedures. 
· To maintain the confidentiality of court records, 
· To communicate effectively oral and in writing.  
· To deal with unpleasant and unpredictable situations and people.  
· To follow verbal and written instructions.  
· To establish effective working relationships with fellow employees, public officials, attorneys, and the general public.  
· To apply office policy and procedure to each individual situation.  
· Must have extremely high standards when working in confidential situations and must be bondable.  
· Ability to work deadlines
· Work as a team  
WORKING ENVIRONMENT

1. Physical Demands:  

Persons should be physically able to lift approximately 20 pounds.

2. Visual, Hearing and Dexterity Demands:  

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.

APPROVALS:

_____________________________________________________________________________

    Supervisor
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