Elmore County

Class Specification

Magistrate Clerk 

Class Code Number:
123




Pay Grade:
   7   $14.60 per hour
FLSA Designation:
Covered/Nonexempt


Effective Date: 8/16
General Statement of Duties

Performs a variety of clerical, secretarial and administrative duties as required to expedite and maintain proper processes, procedures and protocol on proceedings brought before the Court; performs related work as required.

Classification Summary

The principal function of an employee in this class is to assist in preparing the necessary documents for the magistrate or district court proceedings and act as backup to the In-Court Clerk.   The primary difference in the Magistrate Clerk and the In-Court Clerk position is the in-court responsibility requires a higher degree of Court knowledge and experience. The work is performed under the general direction of the Court Supervisor.  The principal duties of this class are performed in a general office environment.

Examples of Work (Illustrative Only)

Essential Duties and Responsibilities

· Acts as In-Court Clerk when necessary;
· Receives, files and conforms a variety of court documents pertaining to criminal and civil cases;
· Prepares orders, notices, judgments, and documents for Judge’s signature and disbursement;
· Opens new juvenile cases, criminal cases, fugitive warrants, mentals, child protection, and other case files or documents;
· Files stamp documents and conforms copies when necessary;

· Files and retrieves case files;
· Performs data entry of case information;
· Assists the public with questions and directions; Explains judgments and documents to defendants;
· Receives and receipts payments for fines, fees, restitution and forfeitures;
· Runs bond and other reports;

· Tracks bond information for forfeitures;

· Files a variety of court related paperwork including juvenile and child protection cases;

· Randomly checks juvenile files for payments and completion of program and probation;

· Prepares failure to pay/comply affidavit and Order to Show Cause;

· Reviews case files for status and/or inactivity;

· Prepares commitments and other necessary documents for the Sheriff’s Office;

· Performs general assistance to judges, judicial secretaries, law clerks, court reporters, jail staff, juvenile probation staff, attorneys, pre-sentence investigators, Probation and Parole, Board of Corrections, government agencies, prosecutors and the public;
· Responds to citizens’ questions and comments in a courteous and timely manner;
· Performs all work duties and activities in accordance with County policies, procedures and safety practices;
· Keeps immediate supervisor and designated others fully and accurately informed concerning work progress, including present and potential work problems and suggestions for new or improved ways of addressing such problems;

· Communicates and coordinates regularly with appropriate others to maximize the effectiveness and efficiency of interdepartmental operations and activities
Other Duties and Responsibilities

· Provides backup for vacant clerk positions; 

· Fill-in for Jury clerk in that person’s absence;

· Perform other related duties as required.

Knowledge, Skills and Abilities

Knowledge of:
· Legal terminology, processes, procedures and statutes as related to various court functions and in-court procedures;

· Court practices, procedures and protocol;

· General office practices and procedures;

Ability to:

· Work independently;

· Operate within the Supreme Court computer system;

· Perform in-court duties when necessary;

· Make sound and reasonable decisions in accordance with laws, ordinances, regulations and established procedures;

· Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines;

· Maintain effective working relationships with elected officials, public, supervisory personnel, and fellow employees;

· Understand and follow oral and/or written policies, procedures and instructions;

· Operate a personal computer;

· Communicate effectively, verbally and in writing;

· Operate a tape recorder and other office equipment.

Acceptable Experience and Training:

· High school diploma/GED with course background in general office skills; and

· At least one year court related experience; or 

· Any equivalent combination of education and experience that provides the knowledge and abilities necessary to perform the work. 

Essential Physical Abilities

· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively;

· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to establish, maintain and monitor documents;

· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate computer equipment and other office equipment;

· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to work in an office setting.

