
SAN DIEGO SUPERIOR COURT


CLASSIFICATION SPECIFICATION


CHIEF CALENDAR CLERK

DEFINITION:

Under general direction, responsible for the clerical activities and daily operations of several functional units or of a major organizational division, including the planning and coordination functions and related administrative matters; and performs similar duties as required.

CLASS CHARACTERISTICS:

The Chief Calendar Clerk is the highest level class in the Court Services Clerk series, responsible for directing and evaluating the clerical activities and daily operations of several functional units, or a major organizational division.  This class is distinguished from the next lower class of Court Services Clerk IV in that the latter is a working supervisory class responsible for clerical work of more limited scope and has less involvement in planning, coordination and integration functions.

EXAMPLES OF DUTIES:

Plans, evaluates and manages divisional clerical activities and assumes responsibility for normal daily operations; monitors workload productivity indicators; coordinates divisional staffing assignments; assists in the development, review and installation of office procedures, forms and processes; identifies and resolves workflow or procedural problems; participates in and reviews the selection, evaluation and discipline of subordinate personnel; maintains effective working relationships with judges, attorneys, County Clerk, District Attorney and other justice agencies; prepares and reviews various statistical and status reports required by Judicial Council and Executive Office; oversees and monitors the ordering and utilization of office supplies, equipment and other resources; directs the preparation and maintenance of training manuals; and handles complex or exceptional administrative matters as required.

MINIMUM QUALIFICATIONS:

Thorough Knowledge of:

    ·
Organization, functions and operations of the Superior Court.

    ·
Terminology, codes, policies, procedures, forms and documents relative to the operations of the Superior Court.

    ·
Administrative and management principles and procedures in order to plan and direct organizational activities.

    ·
General office practices, operating procedures, policies and clerical routines.

    ·
Court policies, rules and procedures governing the personnel administrative assistance function.

General knowledge of:

    ·
Data processing and computerized data systems and terminology.

    ·
Statistical and fiscal recordkeeping principles and applications. 

    ·
County structure, operations and functions.

Skills and abilities to:

    ·
Analyze information and develop appropriate solutions in response to situations or problems, and possible ramifications or deficiencies in courses of action or plans.

    ·
Organize and prioritize work assignments of divisional work units.

    ·
Effectively deal with behavioral problems and motivate subordinates on individual and group basis.

    ·
Interpret and define complex organizational procedures and policies.

    ·
Establish and maintain effective working relationships with co‑workers, the professional staff and the general public.

    ·
Perform moderately complex or sophisticated administrative support assignments.

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 four years of full‑time experience in a responsible clerical/secretarial position.  At least one year of the required experience should have included responsibilities for supervising the orientation, training and evaluation of subordinate clerical personnel.

SPECIAL NOTES, LICENSES OR REQUIREMENTS:

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