Class Title:  Senior Court Clerk   Hours:  Full-time

Salary Range:

Work Location: District Court Self Help Center, PSL, Government Center, 300 S. 6th Street, Minneapolis and/or Family Court Self Help Center, Family Justice Center, 110 South 4th Street, Minneapolis.
Job Description 

Candidate must be skilled at working respectfully with a diverse group of people, and committed to providing excellent service to all.  Bilingual language skills, written and spoken, are preferred.  This is primarily a customer service position.
Assist Pro Se Litigants:

Work as part of a team to provide assistance to the public at the Self Help Center and improve processing of pro se cases. Explain to pro se litigants the resources available at the SHC and elsewhere. Make appropriate referrals to other departments and agencies. Conduct intake for SHC programs, explain policies, and schedule appointments for self-represented litigants. Use CATS to retrieve case information. Provide written literature and videos on legal questions, and direct litigants to appropriate form and instruction packets. Answer questions about court policies and procedures.  Assist with questions about completion of forms. Make recommendations about additional information or support needed to assist customers.

Act as liaison :

a) with outside agencies:

Maintain inventory of outside agencies’ brochures and information sheets. Seek out new information.

Contact agencies to clarify the appropriateness of referrals to and from the court.

b) with volunteers

Welcome and assist attorney, paralegal volunteers, law student and cultural liaisons volunteers; maintain supplies and materials for volunteers; answer volunteers’ questions about the court; and provide reimbursement forms.  Work with staff from the Hennepin County Bar Association and Volunteer Lawyers Network to insure effective procedures for the court-based clinics and programs staffed by volunteers.
c) with other District Court and County Departments

As part of a team, promote and clarify the services of the SHC to staff and Judges.  Seek out ways the SHC can better serve internal customers (staff, Judges, other departments.)

Maintain Statistics:

Maintain accurate records of services provided.  Input, retrieve and modify information and data stored in computerized systems. Hand out and analyze customer satisfaction surveys. Prepare reports as assigned.

Other:

Prepare financial reports as assigned.

Order copies of and organize District Court pro se forms and materials.

Assist in writing, typing, and revising brochures on SHC services, and procedural instructions.  

Other duties as assigned.

