	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	JUDICIAL SECRETARY








DEFINITION:





Under general supervision, Judicial Secretaries perform assignments which utilize the full range of legal secretarial skills, requiring confidentiality with minimal supervision and direction.





CLASS CHARACTERISTICS:





This is the full journey-level legal secretarial classification, providing services to Judges of the Superior Court and the Executive Officer.  Incumbents may support up to fifteen judges at any of the geographic locations of the Court.  It is distinguished from the next higher classification of Chief Judicial Secretary in that the latter has supervisory responsibility for the Judicial Secretaries and other clerical support staff for the Presiding Judge and the Executive Officer.





EXAMPLES OF DUTIES:





Takes and transcribes dictation from Judges and the Executive Officer, to include correspondence, opinions, decisions, rulings, legal research memoranda, jury instructions, verdicts, and stipulations; screens telephone and office visitors by providing information or appropriate referrals; schedules appointments, meetings and speaking engagements; takes minutes of meetings and conferences; sets up and maintains office files, records and indexing systems; screening and prioritizing incoming mail; renders confidential assistance to judges and executive staff, as necessary; and relieves judges and executive staff of routine office and administrative details.





MINIMUM QUALIFICATIONS:





Knowledge of:





    •	Legal procedures, terminology, policies, court rules, forms and documents related to Superior Court operations.


    •	Business English.


    •	Recordkeeping and clerical monitoring procedures.


    •	Filing systems.


    •	Modern office procedures.





Skills and abilities to:





    •	Take dictation accurately at 100 words per minute.


    •	Ability to type at a net speed of 75 words per minute.


�
    •	Establish and maintain cooperative relationships and deal effectively and diplomatically with Superior Court judges, Court and County administrators, members of the California Bar, representatives of other justice administration agencies, and the general public.


    •	Communicate effectively in English, both verbally and in writing.


    •	Compile and summarize statistical, financial and other data.


    •	Compose and proofread correspondence and reports for accuracy and completeness.


    •	Read, understand, follow and explain policies and procedures.


    •	Maintain confidentiality.





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 recent full�time legal secretarial experience, preferably in California, that must have included preparing and formatting petitions, complaints, pleadings, or other similar legal documents.  Experiential requirements must include taking and transcribing of dictation by shorthand, speedwriting, or machine shorthand.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Judicial Secretary





County Class Linked To:  Administrative Secretary IV





Class No.:  0515
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