

City of Gladstone Job Description
	JOB TITLE
	Part Time Assistant Court Clerk

	DEPARTMENT
	Finance

	DIVISION
	002022 FIN COURT

	GRADE
	A

	CLASSIFICATION
	Part Time Regular

	EXEMPTION STATUS
	Non-Exempt

	REPORTS TO
	Court Administrator
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JOB SUMMARY: This position is responsible for maintaining the court schedule and court records.

MAJOR DUTIES:
	
· Performs assigned clerical functions such as filing, storing, purging and organizing files; working with tickets, trial De Novo cases and court documents. 
· Answers the telephone, email and faxes; responds to public requests, handles continuances, entries, motions to set aside, trials and questions.
· Prepares docket for court.
· Enters citations and warrants into the computer system.
· Maintains daily court records.
· Prints and issues failure to pay notices.
· Takes payment as needed.  Makes daily bank deposits.
· Answers general court calls as needed.
· Regular and predictable attendance and punctuality.
· Build and maintain tactful, effective/positive working relationship with co-workers, other city employees, and the public.
· Foster and contribute to a work environment that supports and exhibits honesty, diversity, integrity, trust and respect.
· Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

· General knowledge of the municipal court system.
· Laws and protocols.
· Records retention policies.
· Differentiates between cases allowed on attorney dockets versus general court dockets
· Department policies and procedures.
· Skill in the operation of standard office equipment.
· Skill in oral and written communication.

SUPERVISORY CONTROLS: The Court Administrator assigns work in terms of general instructions.  The Court Clerk spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.

GUIDELINES:  Guidelines include state laws and regulations and department policies and procedures.  These guidelines are generally clear and specific, but may require some interpretation in application.

COMPLEXITY:  The work consists of duties related to maintaining the court schedule and court records.  Changing laws and directives contribute to the complexity of the position.

SCOPE AND EFFECT:  The purpose of this position is to help maintain the court schedule and court records.  Successful performance helps ensure the efficient operation of the court.

PERSONAL CONTACTS:  Contacts are typically with co-workers, police department personnel, representatives of other city departments, military personnel, attorneys, probation officers, and the general public.

PURPOSE OF CONTACTS:  Contacts are typically to give or exchange information and provide services.

PHYSICAL DEMANDS:  The work is typically performed intermittently sitting, standing, stooping, or walking.  

WORK ENVIRONMENT:  The work is performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  None.

MINIMUM QUALIFICATIONS:	

· Ability to read, write and perform mathematical calculations at a level commonly associated with the completion of high school or equivalent.
· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.
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DISCLAIMER:
The above statements describe the general nature and level of the work performed by employees assigned to this position. They are not designed to contain or be interpreted as a comprehensive list of all duties, responsibilities, and qualifications. The City of Gladstone reserves the right to amend and change responsibilities of job descriptions to meet business and organizational needs as necessary. The job description is not a contract or guarantee of employment.
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