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MUNICIPAL COURT CLERK
City of Dardenne Prairie, Missouri

POSITION OVERVIEW
The Municipal Court Clerk is responsible for coordinating the administrative operations of the City’s Municipal Court and providing general clerical and administrative support to various city operations. This role ensures compliance with court procedures and deadlines, maintains accurate and confidential records, interacts with the public, and assists with citywide administrative and financial data support tasks as needed.
REPORTING STRUCTURE
· Department: Municipal Court
· Reports to: Municipal Judge/City Administrator
· FLSA Status: Exempt
· Salary: Minimum Starting at $24.97  (commensurate with experience)
ESSENTIAL DUTIES & RESPONSIBILITIES
The duties listed below are representative of this position and do not encompass all possible tasks. Other responsibilities may be assigned as necessary.
Municipal Court Administration
· Coordinate and manage daily court operations, including docket preparation, scheduling, and court-related correspondence.
· Maintain accurate and confidential records of court proceedings, cases, fines, fees, and dispositions.
· Process court payments, maintain ledgers, and reconcile accounts in coordination with the City Treasurer.
· Respond to public inquiries related to court matters and provide courteous customer service in person, by phone, and via email.
· Ensure compliance with all local, state, and judicial rules and deadlines.
· Prepare and submit required reports to the Missouri State Court Administrator’s Office and other agencies.
· Attend Municipal Court and assist the Municipal Judge during court sessions, including managing the courtroom, calling dockets, and processing paperwork.
Administrative & Clerical Support
· Provide general administrative support to City departments, including answering phones, managing calendars, filing, and data entry.
· Assist with records management, filing systems, and document retention in accordance with state laws. 
· Provide financial data support, including generating reports, tracking expenditures, and assisting with budget preparation or reconciliation efforts as assigned.
· Support the preparation and posting of agendas, minutes, and public notices for meetings as needed.
· Assist with front-desk coverage, greeting visitors, and directing inquiries to the appropriate staff members.
· Coordinate with other City staff to support special projects, public events, or community outreach efforts.
REQUIRED QUALIFICATIONS
Education & Experience
· Bachelor’s Degree in public administration, legal studies or a related field. 
· Minimum of two (2) years of administrative or clerical experience, preferably in a legal, court, or governmental setting.
· Valid Missouri Driver’s License.
Preferred Qualifications
· Missouri Certified Court Administrator (MCCA) certification, or willingness to obtain.
· Experience working in municipal court or with court case management systems (e.g., Show-Me Courts).
DESIRED SKILLS & COMPETENCIES
· Knowledge of court procedures, legal terminology, and records management.
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook) and case management software.
· Strong attention to detail and ability to manage confidential information.
· Excellent communication and interpersonal skills.
· Commitment to professionalism, integrity, and public service.

WORK ENVIRONMENT & PHYSICAL REQUIREMENTS
· Work is primarily performed in an office setting with monthly evening court sessions.
· Prolonged periods of sitting, standing, and computer use.
· Must be able to perform general office duties requiring repetitive motion.
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