	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COURT SERVICES CLERK IV 





DEFINITION:





Under general direction, supervises and evaluates the work of legal clerical personnel; coordinating, originating and executing intra-divisional policy and methods in a large organizational unit or several units within a division; assists judges and staff with administrative details; and performs related work.





CLASS CHARACTERISTICS:





The Court Services Clerk IV is the highest level supervisory class in the Court Services Clerk series.  Incumbents are responsible for coordinating, directing and supervising the work of one or more units within a division and have charge of major functions or activities having court-wide impact in a large division.  This class is distinguished from the next higher class, Assistant Division Chief, in that the latter is responsible, as a second level supervisor, for coordinating and supervising the activities of one or more divisions.  The next lower class, Court Services Clerk III, acts as a first-line supervisor for small units.





EXAMPLES OF DUTIES:





Assigns, directs, coordinates, supervises, and evaluates the work and has full responsibility for daily operations of one or more units, or has charge of major functions or activities in a large division where the work has court-wide impact; assists in planning and coordinating legal clerical activities; monitors workload, staffing and assignments; assists in the development, review and installation of office procedures, forms and processes; iden�tifies and resolves work flow or procedural problems; serves as first level of appeal for performance evaluations and grievances; serves as assistant division chief in his/her absence; assists in liaison activities and maintains effective working relationships with judges, attorneys, County Clerk, District Attorney and other justice agen�cies; compiles routine statistical data and informa�tional status reports required by Judicial Council and Executive Office; assesses and insures proper utilization of office supplies, equipment and resources; updates and main�tains office procedural and training manuals; and responds to non-routine administrative matters as required.





MINIMUM QUALIFICATIONS:





Thorough knowledge of:





    ·	Organization, functions and operations of the Superior Court.


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


    ·	Principles and techniques of supervision in a public agency.


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


    ·	Court policies, rules and procedures governing personnel administration.


�
General knowledge of:





    ·	Data processing and computerized data systems and terminology.


    ·	Statistical recordkeeping principles and techniques.


    ·	County structure, operations and functions.


    ·	Report writing techniques.





Skills and abilities to:





    ·	Evaluate and resolve problems that may arise impacting workflow or clerical activities that have court�wide impact where standardized methods and procedures are inadequate.


    ·	Organize and prioritize work assignments of subordinates.


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


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


    ·	Perform administrative support assignments.


    ·	Gather, arrange and evaluate data in order to develop sound recommendations and propose logical conclusions.





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 progressively responsible clerical/secretarial position in a legal environment performing duties similar to those listed above; or at least one year of full-time experience as a Court Services Clerk III with the San Diego Superior Court.  At least one year of the required experience must have included performance of the full range of supervisory responsibilities.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Court Services Clerk IV





County Class Linked To:  
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