	SAN DIEGO SUPERIOR COURT





	COURT SERVICES CLERK I	Class No. 0557


	COURT SERVICES CLERK II	Class No. 0556


	COURT SERVICES CLERK III	Class No. 0555





DEFINITION:





Performs legal clerical work preparing, reviewing and processing a wide variety of legal documents, records and correspondence according to prescribed laws and regulations; and performs related work.





DISTINGUISHING CHARACTERISTICS:





Court Services Clerk I: This is the entry level class.  Under immediate supervision, incumbents prepare, review and process a wide variety of legal documents and records and provide information to other Superior and Municipal court staff, representatives from county departments, law enforcement officers, staff of other criminal justice agencies, attorneys, and the general public relating to legal records, existing or potential legal claims or complaint matters in conformance with prescribed laws and regulations.  As incumbents learn the work they are expected to work with greater independence on various legal documents with office and court time frames. 


 


Court Services Clerk II: This is  the journey level class.  Under general supervision, incumbents perform the more responsible and difficult review and processing of legal documents, records or reports requiring extensive public contact; and provide detailed explanation and interpretation of court rules, policies and procedures.  Incumbents are expected to work independently, require only periodic or routine review of work products and meet office and court deadlines.  Incumbents in some Family Court Services positions perform transcription duties of court reports. 





Court Services Clerk III: This is the first line supervisory level class.  Under direction, incumbents are responsible for assigning and evaluating the work of legal clerical staff, and handle the most complex legal clerical work involved in the processing, reporting and disseminating of legal information.





EXAMPLES OF DUTIES:





Accepts and processes legal documents used from a variety of sources; reviews documents and records for correctness of form, sufficiency of information and conformance with prescribed court requirements; classifies, records, files and purges documents according to predetermined criteria; prepares court calendars and case files insuring accuracy and completeness of information; inputs and retrieves information from automated case management tracking systems; compiles statistical information; prepares and types confidential correspondence, reports and court related documents; computes and collects proper fees; operates standard office equipment including personal computers and computer terminals; explains local court rules and procedures and provides authoritative information by telephone and in person; assists judges and staff with administrative details; assists callers and visitors in a courteous and professional manner; sorts and routes mail; orders office supplies; may transcribe taped court reports; and other similar duties as assigned.





�
Court Services Clerk III:  All the duties listed above including: provides technical guidance and training to legal clerical staff pertaining to the preparation and processing of legal documents; assign, monitors and evaluates the work of subordinate staff; reviews and implements departmental policies and procedures; assists in identifying and resolving departmental procedural and work flow problems; performs the most complex legal document processing; and provides explanation and interpretation of legal and organizational policies and procedures pertaining to the processing of legal documents. 





MINIMUM QUALIFICATIONS:





Knowledge of:


    •	Modern office practices, operating procedures, policies and clerical routines.


    •	Current Business English and word usage.


    •	Filing and indexing rules and applications.


    •	Local Court rules, procedures, forms and documents.


    •	Overall operations and functions of the Superior Court.


    •	Legal terminology and legal clerical procedures pertaining to the processing of legal documents related to civil, criminal, probate, family, and juvenile matters.


     •	Operation of personal computers, word processing software and computerized data and record keeping systems.


    •	Courtroom process and activities as they relate to case files and documents.





Court Services Clerk III (in addition to the above):


    •	Principles of supervision and training.


    •	Basic statistical gathering and reporting techniques.


   


Skills and abilities to:


    •	Use good judgment, tact, courtesy and maintain confidentiality.


    •	Format, type and proofread correspondence and reports.


    •	Read, interpret and explain to others complex departmental and legal clerical policies and procedures.


    •	Review complex court documents and records for correctness of form, sufficiency of information and conformance with prescribed requirements.


    •	Maintain records, logs and filing systems.


    •	Communicate effectively, both orally and in writing.


    •	Work independently with minimal supervision and direction.


    •	Perform basic mathematical computations.





Court Services Clerk III (in addition to the above):


    •	Provide authoritative information to law enforcement agencies, attorneys and the general public.


    •	Provide technical guidance and training to subordinate legal clerical staff.


    •	Organize and prioritize the work assignments of subordinates.


    •	Assign, monitor and evaluate the work performance of subordinate staff.





EDUCATION/EXPERIENCE:





Court Services Clerk I:  One (1) year of full-time clerical or secretarial experience which included providing customer service in person or via telephone.   Directly related education or training may be substituted for up to six (6) months of the required experience.


 


Court Services Clerk II:  One (1) year as a Court Services Clerk I with the San Diego Superior Court; or two (2) years of full-time clerical or secretarial experience, one (1) year of which must have included performing clerical duties related to the processing of legal documents.


�
Court Services Clerk III:  One (1) year as a Court Services Clerk II with the San Diego Superior Court; or three (3) years of full-time clerical or secretarial experience, two (2) years of which must have included performing clerical duties related to the processing of legal documents.


 


SPECIAL NOTES, LICENSES OR REQUIREMENTS:





CERTIFICATES:  TYPING:  At least 35 net words per minute.  Positions which perform transcription duties require 50 net words per minute.  Typing test must have been administered under International Typing contest Rules for at least five minutes from unfamiliar material with 10 (gross) word penalty for each error.
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