Class Title:  Court Clerk  III

Salary Range:

Work Location: District Court Self Help Center, PSL, Government Center




(This position may move to the 110 Building.)

Hours:  Full-time

Job Description:  Bi-lingual Court Clerk, English/Somali

· Assist Somali litigants by explaining court policies and procedures and translating at public counters and non-courtroom settings in person and over the phone.

· Assist Somali litigants with completing court forms, filing papers, obtaining signed orders such as for fee waiver, completing applications for services, and other needs. Screen forms against minimum standards.

· Identify problems and issues that negatively impact on access to court for non-English speakers, and assist in the development of tools and strategies to enhance access to court.

· Maintain statistics of services provided, survey customers,  and prepare reports.

· Establish and maintain contact with East African Community Groups and resources, to promote understanding of the court and coordinate resources.

· Recruit and supervise volunteers to assist with the above activities.

· Assist other Self Help Center staff provide assistance to the general public and improve processing of pro se cases.  Explain resources available to pro se litigants at the court and elsewhere. 

· Develop, update and maintain resource materials in English and Somali languages.

·  Other duties as assigned.

Knowledge, Skills and Abilities Necessary:

· Fluency in speaking, reading and writing the English and Somali languages.  Ability to speak other languages is desirable.  Testing of language skills may be required.

· Ability to interpret and translate English-Somali.

· Considerable knowledge of court procedures and policies, legal documents, legal terminology, laws and legal functions of the court. 

· Strong customer service skills and ability to manage several customers at once.

· Ability to make work decisions in accordance with laws, and departmental policy and procedures. 

· Ability to maintain a variety of complex records and prepare reports.

· Ability to plan, coordinate and supervise work of subordinate employees or volunteers.

· Ability to establish and maintain effective working relationships with others.

· Ability to express ideas concisely and clearly; orally, and in writing.

· Skill in operating a personal computer and other standard office equipment.

