	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	CHIEF JUDICIAL SECRETARY








DEFINITION:





Under general direction, plans, organizes and supervises the assignments and daily activities of Judicial Secretaries, including training; performs legal and judicial secretarial work; and other duties as required.





CLASS CHARACTERISTICS:





This is a one-position class in the Superior Court, characterized by the responsibility for the overall functioning of a staff of Judicial Secretaries, performing a wide range of legal and judicial secretarial and clerical services for judges and other officials of the court.  The incumbent may also act as the supervisor for clerical staff assigned to the Administrative Services Division.





EXAMPLES OF DUTIES:





Supervises the daily work of Judicial Secretaries; receives requests for services from judges and other court officials; reviews special requirements, determining priority, and assigning work based on such factors as equitable workload distribution; gathers and maintains information as to projected availability of secretarial resources; makes projection of anticipated workload, and coordinates the so that optimum effectiveness is maintained on a long-range basis; schedules and participates in interviews of prospective secretarial personnel; makes recommendations on hiring decisions; recommends staff additions, replace�ments and changes of assignments; participates in performance evaluations of subordinates; assists in handling personnel problems, complaints and in maintaining office discipline; trains and supervises the training of Judicial Secretaries by drafting procedural outlines and instructions as required; schedules and coordinates the cross-training of secretaries for peak period and emergency relief; prepares, maintains and updates statistical reports and charts regarding workload and assignments; maintains specific files for the Presiding Judge and Executive Officer; controls the additions and deletions of files, updating of index and the access of personnel thereto; maintains technical library of reports, publications and periodicals regarding court administration and operation; performs journey-level legal and judicial secretarial work; and provides direct supervision of miscellaneous office service functions such as mail distribution, duplication and reception services.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	General principles and practices of supervising and training.


    •	California statutes and local court rules affecting the preparation and coordination of legal documents and court procedures.


�
General Knowledge of:





    •	Legal office practices and procedures, methods and equipment.


    •	Legal terminology, forms and documents.





Skills and abilities to:





    •	Plan, organize, supervise and coordinate the work of a staff engaged in legal clerical and secretarial work; establish procedures and maintain balanced workloads among employees.


    •	Keep complex records in a complete and orderly manner and prepare clear, comprehensive reports.


    •	Understand, interpret and apply rules and directions.


    •	Take dictation at a rate of 100 words per minute.


    •	Type at a corrected rate of 75 net words per minute from clear copy.


    •	Exercise independent judgment, requiring accuracy and speed, in performing difficult and complex legal secretary work.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be three years of legal secretarial experience, to include one year of experience responsible for the supervision and coordination of work assignments and work flow of a secretarial/clerical unit performing difficult legal assignments.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Certificates:  Typing at least 75 nwpm.  Certificates must indicate that the test was administered under International Typing Contest Rules for at least 5 minutes from unfamiliar material with 10 gross word penalty for each error.  Shorthand at least 100 wpm for a two minute test.





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Previous Class Title:  





County Class Linked To:  
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