COURT AIDE

DEFINITION

Under supervision, the Court Aide performs various supportive services necessary to assist in the smooth operation of the courts and areas related to the courts.

EXAMPLES OF DUTIES

Provide court support in arraignment court, traffic court, etc.; witness bond signing and complete payment envelopes; post court calendars in designated area; escort individuals and case file(s) to the administrative office; deliver case files from the court or branch offices to the administrative office or records section; take court documents to the jail and pickup items at the Sheriff's Office for delivery to the Clerk of Court's Office; transport/lift water jugs (up to 50 lbs.), water coolers, cups, jury supplies, paper, etc. to courtrooms and court floors; put paperwork in order for filing and file documents and files in the records center; process other paperwork; straighten chairs, tables and podium in courtroom prior to court; and replenish supply of forms in courtroom. 

EMPLOYMENT STANDARDS

Education and experience:  Any combination of training and experience equivalent to high school graduation and one year of work experience in which the primary function involved working with the public.

Knowledge, Skills and Abilities:  Knowledge of court offices and their operation; skills in communicating effectively with the general public, attorneys, court officials and law enforcement personnel; ability to learn and follow court procedures; ability to work with other court personnel and bailiffs as a team member in the smooth operation of the courts.

Special Requirements: Must be able to lift up to 50 pounds; stand for long periods of time; and able to file documents/case files on filing shelves ranging from floor height to 7' high (with the aid of a step stool). 
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