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Uniform Model Classification # 202a

LEGAL PROCESS CLERK

Definition


Under general supervision, this specialized clerical level position performs a full range of clerical duties in support of court operations.

Representative Titles


Court Services Clerk, Deputy Clerk, Court Processing Specialist, Court Services Assistant.

Distinguishing Characteristics


This is the entry and journey level of the Legal Process Clerk series.  Incumbents perform a variety of legal process duties.  This class is distinguished from the higher level Senior Legal Process Clerk class in that the latter performs the more difficult work with more independence of action, exercises a greater degree of discretion in completion of tasks, and/or is responsible for mentoring, training, and assigning work of lower level clerks.  This class is distinguished from the Courtroom Clerk class in that the latter performs clerk activities related to court hearings and courtroom proceedings.  This class is distinguished from the Court Clerk class in that the latter performs the full range of legal processing, courtroom, and judicial support duties.

Representative Duties


1.
Receives and examines legal documents for accuracy, completeness, and conformity to requirements; returns unacceptable documents; affixes seals and stamps to endorse, certify, and/or file documents.

2.
Prepares and maintains documents and exhibits; files legal documents and related case materials; retrieves and delivers files and documents to court or appropriate parties.

3.
Provides information regarding court procedures; answers inquiries and explains legal filing processes; explains fees and fines; assists individuals in locating material and information.

4.
Verifies, enters, retrieves, corrects and updates information in manual or automated recordkeeping systems.

5.
At the direction of a judge, prepares and issues legal orders such as warrants, writs, orders, subpoenas, abstracts, and other official documents on behalf of the court; recalls warrants, exonerates bail, prepares judgments, and dismisses or seals cases in accordance with established codes and court procedures.

6.
Prepares a variety of documents related to court operations including court minutes, court calendars, notices of hearings, court appearances, or petitions; coordinates the flow of documents necessary for court assignments.

7.
Accepts fines and fees; makes appropriate journal entries; issues receipts and balances cash drawers.

8.
Performs duties in support of jury activities such as drawing jury pools, qualifying jurors, impaneling juries, and keeping records on juror compensation.

Judgment and Responsibility


Incumbents work on an established set of tasks in accordance with pre-established policies, procedures, and standards under the general direction of a supervisor.  Assignments typically require the integration of technical knowledge with interpersonal and communication skills dealing with the public in high visibility, high volume environments.  Incumbents have no responsibility for the work of others.

Qualification Guidelines


Any combination of training and experience that would likely provide the required knowledge and abilities including the knowledge of court and legal processes is qualifying.  A typical way to obtain the required knowledge and abilities would be:  an educational level equivalent to a high school diploma or GED and one to two years of clerical experience in a court environment.  

