City of Shrewsbury
JOB DESCRIPTION

TITLE: Assistant Court Clerk (Part-Time)
REPORTS TO: Court Clerk
FLSA: Non-Exempt
DATE: June 2026

General Summary:
Under the direct supervision of the Court Clerk, the Assistant Court Clerk performs a variety of clerical, administrative, and customer service functions in support of the operations of the Shrewsbury Municipal Court. Responsibilities include assisting with courtroom preparation and operations, maintaining court records, processing payments, providing assistance to the public, and supporting the Court Clerk with daily administrative functions. The position requires professionalism, discretion, accuracy, and the ability to handle confidential information in accordance with applicable laws and court procedures.
This position is part-time and typically requires attendance at two municipal court sessions per month, as well as additional administrative hours as needed. The anticipated workload ranges from approximately 6 to 10 hours per month.
Essential Job Functions and Responsibilities
1. Assist with the setup and breakdown of the courtroom before and after court sessions.
2. Greet and assist defendants, attorneys, law enforcement personnel, court officials, and members of the public in a courteous and professional manner.
3. Process payments for fines, court costs, and other fees, including cash, checks, credit cards, and electronic transactions.
4. Assist with maintaining computerized court records and case management systems.
5. Prepare, organize, file, and maintain court records, correspondence, reports, and other legal documents.
6. Enter and update case information accurately and timely in the court management software system.
7. Maintain and organize physical and electronic filing systems.
8. Operate standard office equipment including computers, printers, scanners, copiers, telephones, and credit card processing devices.
9. Maintain confidentiality of court records, criminal justice information, and sensitive personal information.
10. Support the Court Clerk in ensuring compliance with Missouri Supreme Court rules, municipal ordinances, state statutes, and established court procedures.
11. Attend court sessions as assigned and provide administrative support during proceedings.
12. Perform other duties as assigned in support of Municipal Court operations.

Job Qualifications
1. High school diploma or GED required.
2. Minimum of one (1) year of administrative, clerical, legal, customer service, or related office experience preferred.
3. Experience in a municipal court, legal office, government office, or similar environment is highly desirable.
Critical Skills and Experience
1. Strong customer service and interpersonal communication skills.
2. Ability to interact professionally with individuals from diverse backgrounds and circumstances.
3. Excellent organizational skills and attention to detail.
4. Strong keyboarding and data entry skills.
5. Proficiency in Microsoft Office applications including Word, Excel, Outlook, and related software.
6. Ability to learn and effectively utilize municipal court management software.
7. Ability to maintain accurate records and perform detailed clerical work.
8. Ability to understand and follow written and verbal instructions.
9. Ability to exercise sound judgment and discretion when handling confidential information.
10. Ability to prioritize tasks, meet deadlines, and work independently with minimal supervision.
11. Knowledge of general office practices and procedures.
12. Ability to adapt to changes in court procedures, policies, and technology.
Physical Requirements
1. Primarily sedentary office work requiring prolonged periods of sitting and computer use.
2. Frequent use of hands and fingers for keyboarding and operating office equipment.
3. Ability to communicate effectively in person, by telephone, and electronically.
4. Frequent standing and walking during court sessions.
5. Occasional bending, reaching, carrying, and lifting files, records, boxes, and office materials weighing up to 15 pounds.
6. Ability to move throughout City facilities and court locations as necessary.
Working Conditions
1. Work is performed primarily in an office and courtroom environment.
2. Frequent interaction with the public, including individuals who may be upset, emotional, or under stress.
3. Exposure to sensitive, confidential, and legally protected information.
4. Work schedule generally includes evening court sessions and occasional additional hours as required.
Compensation
Hourly Wage: $15.00 per hour

How to Apply
Please send resumes to Kimberly Hine at khine@shrewsburymo.gov to apply.

The above statements are intended to describe the general nature and level of work being performed by employees assigned this classification. They are not to be construed as an exhaustive list of all job duties or roles performed by personnel so classified. It is as well intended to be compliant with the Americans with Disabilities Act. The qualifications listed above are guidelines. Other combinations of education and experience, which could provide the necessary knowledge, skills, and abilities to perform this job, should be considered.
"Equal Opportunity Employer”
