COURT CLERK

DEFINITION

Under direction, to perform a wide variety of responsible and complex legal clerical duties necessary to judicial administration; and to do related work as required.  Incumbents normally must undergo an intense initial training period where they perform only a limited number of less complex legal clerical duties and progress with continued training to performing the full range of duties at the objective level at the end of the training period.

EXAMPLES OF DUTIES

Receives, dates, numbers, indexes and records legal papers associated with court actions; prepares and maintains court records, status of cases and other court records; receives and disburses money, maintains cash drawer, issues execution and transcripts; confers with attorneys and judges; receives, identifies and takes custody of exhibits; prepares various reports of court actions; screens public or attorney calls and disseminates information regarding procedures or status of cases; opens, distributes and answers correspondence; prepares reports required by judicial or state agencies; certifies true copies of court records; takes court minutes; serves as backup for other court clerks; prepares for court hearings; schedules and revises court calendars; administers oaths to witnesses;  swears in jurors; prepares and issues commitments; prepares complaints, subpoenas and warrants; trains new employees; and performs a wide variety of other legal and clerical actions.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination equivalent to high school graduation and three years of progressively responsible clerical and typing or keying experience, including two years of clerical experience in a court system, law office or related work environment with substantial responsibility for identifying, processing and preparing a wide variety of legal papers associated with court actions or minimum of two year degree in a related field (paralegal, legal secretary, judicial court reporting.)  Word processing (preferably Microsoft Word) and lead work experience is preferred.

Knowledge, Skills and Abilities:  Knowledge of or ability to master court practices and procedures, legal documents and terminology, and modern office practices and techniques; ability to maintain accurate legal records; ability to master legal requirements for court record keeping; ability to interpret and apply policies, regulations and procedures; ability to handle a wide variety of assignments; ability to exercise independent judgment and to keep appropriate court matters confidential; ability to operate standard office machines including word processing equipment and to meet high standards in keying speed and accuracy; ability to spell and use good grammar in both oral and written communications; ability to establish and maintain effective relationships with co-workers and the public; ability to deal effectively with a large volume of cases and may be accountable for the receipt and disbursement of large sums of money; and ability to communicate effectively; and ability to type neatly and accurately at a net rate of 50 words per minute minimum with a maximum of 10 errors (the exam is pass/fail).  If an applicant has already met the typing requirements for Clerk Typist III, he/she does not need to retest.  

Special Requirements:  May be infrequently required to be available for night and weekend work as required.  Court Clerks in the Administrative Office may be required to stand for long periods of time.
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