	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COURT REPORTER





�ADVANCE \u8�


DEFINITION:





Under administrative direction from the Director, Court Reporter Services, Court Reporters, through the practice of shorthand reporting, make verbatim records of oral court proceedings and produce these records into certified paper transcript copies.





CLASS CHARACTERISTICS:





As a profession, the purpose, definition and certification requirements can be found under the provisions of Business and Professions Code Article 2, sections 8016 and 8017 and Article 3, section 8020 et.al., and again under the provisions of Government Code section 69942.  With respect to defining the duties of a Court Reporter, these are described under the provisions of Code of Civil Procedures 269.  Only persons holding a valid certificate as a shorthand reporter are entitled to be referred to as a certified shorthand reporter, abbreviated as "C.S.R.", and incumbents in this classification must possess this certification.





EXAMPLES OF DUTIES:





Court Reporters attend court sessions to take down in shorthand all testimony, objections made, rulings of the court, exceptions taken, all arraignments, pleas, and sentences of defendants in criminal cases, arguments of the prosecuting attorney to the jury, and all statements and remarks made and oral instructions given by the judge; read back all or portions of the record instantaneously upon request as required in the examination of witnesses or upon request of the jury during deliberations; write transcripts out, in full or specific portions therefore, when requested by either party to the case or at the direction of the court; certify to the correctness of their reporting and transcribing; file transcripts with the court when directed to do so; preserve notes for a period not less than 5 years identifying case number, department number, dates of proceedings, page and volume number; prepare proper and accurate transcript claim forms; and may be assigned to report criminal cases in municipal court departments.





MINIMUM QUALIFICATIONS:





Possession of a valid Certified Shorthand Reporter license issued by the State of California.





Thorough knowledge of:





    ·	Local Rules of Court, trial procedures, courtroom proceedings, and required formats.


    ·	English grammar, spelling, and punctuation.





General knowledge of:





    ·	Technical terminology used in various professions which could be called as expert witnesses in cases dealing with matters such as legal, medical, construction, and employment.


�
    ·	California statues related to professional requirements, duties, services and fees.





Skills and abilities to:





    ·	Take down a verbatim record of court proceedings by means of written symbols or abbreviations in machine shorthand writing.


    ·	Interpret and read shorthand writing, symbols and abbreviations instantaneously upon request.


    ·	Produce correct and complete hard copy transcript of shorthand notes.


    ·	Operate stenographic machines, computer-aided-technology (CAT) equipment and typewriters used in the making and producing of notes and transcripts.


    ·	Work independently, exercising and displaying good judgment, and tactful behavior.


    ·	Establish and maintain effective working relationships with judges, members of the bar, court staff, jury members and other members of the general public.





EDUCATION/EXPERIENCE:





Incumbents in this classification must be licensed as a certified shorthand reporter by the State of California; demonstrate satisfactory evidence of good moral character; be over the age of 18; and a high school graduate or the equivalent.





PHYSICAL REQUIREMENTS:





    ·	Prolonged sitting.


    ·	Intermittent walking, standing and bending.


    ·	Repetitive fine hand manipulation (keyboarding) for prolonged periods of time.


    ·	Simple and power grasping.


    ·	Continuous reaching at or below shoulder level.


    ·	Acute auditory discrimination to hear testimony.


    ·	Lift and carry stenographic machine, files and boxed transcripts, weighing up to 50 lbs, for distances up to 75 yards.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Possession of a valid Certified Shorthand Reporter license prior to appointment and at all times thereafter.





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