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SUMMARY:  
Under direct supervision, performs a variety of functions that support all operations.  This 
position requires application of various work methods and procedures as well as familiarity 
with Court functions, policies and practices.  Performs moderately complex clerical support 
duties.  
 
 
ESSENTIAL FUNCTIONS: 
1. Retrieves, opens, distributes and processes correspondence and files.   

 
2. Types routine and standardized forms. 

 
3. Screens phone calls and visitors, forwards calls or takes messages, greets visitors and 

provides information to employees and the public. 

 
4. Performs routine sorting and filing of correspondence, records and reports. 
 
5. Receives and processes files, records, reports and other legal documents following 

established procedures. 

 
6. Conducts searches and retrieves files, records, reports and other legal documents from 

the filing system. Prepares documents and files for storage.  

 
7. Operates computers, copy machines and other office equipment. 
 
8. Performs basic word processing functions, including proofreading and checking work for 

accuracy. 
 
9. Maintains records in databases, spreadsheets and logs. 

 
10. Performs duties required for Clerk I and Clerk II, as needed. 
 
11. Performs related duties as required. 
 
 
QUALIFICATIONS: 

 High school graduation or its equivalent.  
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 Two years of successful clerical experience. 
 

 Experience in using MS Office Suite and relevant Court software and systems. 
 

 Working Knowledge of Court processes and procedures.  
 

 Ability to ask and answer questions and to explain Court procedures to attorneys and 
members of the public in a courteous and professional manner. 
 

 Ability to apply general rules to specific problems to produce positive results. 
  

 Ability to operate office equipment. 
 

 Ability to establish and maintain effective working relationships with coworkers, 
employees, officials and external contacts. 
 

 Ability to communicate effectively, both verbally and in writing. 
 

 Ability to understand and carry out verbal and written instructions and to request 
clarification when needed. 
 

 Ability to lift 25 pounds (Classification code 200-003A) 
 
LICENSES, CERTIFICATIONS OR SPECIAL REQUIREMENTS:  

 Based on the requirements of the position, candidates considered for placement in this 
classification will be subject to a Criminal Background Investigation. 

 
The above statements describe the general nature and level of work performed by employees assigned to 
the class.  Incumbents may be required to perform job-related responsibilities and tasks other than those 
stated in this description.  Specific job duties vary from position to position. 
 

Notes 
 
04/10/2014 Qualifications updated requiring ability to lift 25 pounds for classification code 200-003A. 
08/11/2015 Licenses, Certifications or Special Requirements section updated. 

 


