CIVIL PROCESS COORDINATOR
DEFINITION
Under general supervision, performs varied and increasingly responsible clerical work involved in the keeping and reviewing of financial records, processing documents involving financial transactions, and organizing and maintaining the flow of work in the Civil Process area.  This position leads this work area and oversees and assigns the work within Civil Process as well as other positions assisting this work area.

EXAMPLES OF DUTIES
Receives returns from deputies of civil process papers and checks for accuracy of service; monitors status of papers assigned to ensure timely service; advises deputies as to methods of proper service; notifies deputies of errors in service or returns, and discusses complaints with deputies in reference to service of papers; trains, directs, and monitors the work of clerical assistants; confers with attorneys and judges regarding the status of cases, and civil process procedures; receives, and dispenses large sums of money from executions and real estate sales, and prepares trust account deposits; performs accounting functions related to fees collected; notifies past-due accounts; prepares reports and determines accounts for collections; reviews papers for due dates and obtains new due dates as required; tracks hard to locate subjects; advises the public and attorneys on Sheriff’s Office procedures related to service; interviews attorneys and citizens in order to obtain information necessary to effectively serve papers; opens, distributes, and answers correspondence; prepares statements of service and other official court records; schedules and dockets foreclosure sales; prepares reports required by auditors, courts, and the Sheriff; reviews changes in civil process laws and relevant court decisions to ensure that proper fees are collected and proper service procedures are followed; checks authenticity of court orders, and performs general clerical duties.

EMPLOYMENT STANDARDS
Education and Experience:  Any combination of training and experience equivalent to three years of increasing varied and complex clerical experience including one year of experience processing a wide variety of court related documents and one year of experience keeping fiscal records.  Experience applying electronic data processing methods to fiscal record keeping may be preferred.  Lead work and extensive public contact experience is strongly preferred.

Knowledge, Skills and Abilities:  Knowledge of civil process statutes and relevant case law; knowledge of the methods of keeping fiscal records and preparing reports; knowledge of modern office procedures and equipment; knowledge of business arithmetic; ability to interpret, explain, and apply a wide variety of statutes, court decisions, policies, procedures, and regulations; ability to keep financial and statistical records; ability to establish and maintain effective relationships with attorneys, other employees, and the public; ability to interview individuals and obtain proper information; ability to train, direct, and monitor the work of others; ability to prepare reports and letters; ability to anticipate problems with proper service of papers and to take actions to minimize difficulties; skill in communicating with a wide variety of persons using a high degree of tact and sensitivity.
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