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JOB DESCRIPTION   (add green take away double strike outs)
SOC CODE:  43-4031  Court, Municipal, and License Clerks

	JOB TITLE:  Clerk of Justice Court

	JOB CODE:



	DEPARTMENT:  Justice Court
SUPERVISOR’S TITLE:  Justice of the Peace/Libby

	FLSA STATUS:



	POSITION SUMMARY

Under the general supervision of the Justice, performs administrative and clerical duties in the operation of the court.


ESSENTIAL FUNCTIONS

1. Nature of work:  This position is involved in receiving and processing fines and citations and maintains the court docket.
2. Personal Contacts:  Frequent contact with the public and law enforcement agencies.
3. Supervision Received:  Coordination of duties with Justice.
DUTIES AND RESPONSIBILITIES

· Answers the telephone and relays messages

· Interprets plea agreements into Sentences

· Attend court hearings & prepares documents while in court for distribution

· Receives and processes incoming money for fines, bonds, forfeitures, restitution, and time payments

· Issues receipts and records on dockets and ledgers

· Indexes, processes, and assigns docket numbers to all incoming citations and complaints

· Establishes dockets for civil and small claims and court orders

· Issues notices for upcoming trials, changes in trials

· Prepares monthly reports concerning citations and cases handled

· Distributes checks to appropriate local or state agencies

· Instructs the public in court procedures, calls out juries

· Prepares monthly court report

· Performs other related duties as required

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 

· Receives visitors to county offices
· Accurately relays telephone messages to appropriate office

· Establishes dockets, records, and files for court actions

· Maintains accurate records in accord with legal requirements

· Handles and distributes monies in accord with legal requirements

· Adheres to standards of confidentiality and honesty

· Prepares and submits accurate and timely reports

· Displays tact, consideration, and cooperation when dealing with the public

JOB SPECIFICATIONS
Education:
The knowledge, skills, and abilities are typically acquired through a combination of education and experience equivalent to a high school degree and two years experience in office and public contact work.
Experience:
This position requires a considerable knowledge of court procedures and terminology, bookkeeping, accounting, office procedures, and of the Montana Supreme Courts filing and recordkeeping system.
.

Knowledge, Skills, Abilities and Competencies:  This position requires skills in the use of calculators and office machines, the ability to maintain standards of accuracy and integrity, to withstand stress and verbal abuse, to acquire knowledge of legal procedures and court terminology, to deal patiently and tactfully with the public, to communicate effectively orally and in writing, to follow verbal and written instructions, and to establish effective working relationships with fellow employees, supervisors, and the public.
WORKING ENVIRONMENT

1. Physical Demands:  

2. Visual, Hearing and Dexterity Demands:  

3. Working Conditions:  

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.
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