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	DEPUTY CLERK- LAW CLERK





DEFINITION:





Under immediate supervision to assist in legal research and prepare tentative rulings and do other legal work in the municipal courts, and to perform related work.





CLASS CHARACTERISTICS





Positions in this class are to provide legal research assistance to municipal court judges, commissioners and the Office of the Clerk of the Court.





EXAMPLES OF DUTIES





After review of pleadings and researching the law, prepares tentative rulings for judge sitting in civil departments hearing law and motion matters.  Assists in preparing written opinions on matters of civil and criminal law at the request of the Court Administrator, deputy clerks and judges; performs legal research; drafts memoranda of law on issues in criminal and civil law; assists clerks and judges in preparation of forms for use in civil and criminal cases advises deputy clerks regarding legal issues arising in the filing and management of civil and criminal cases; on call to the judges who review work for further research, oral briefing or evaluation of supplemental materials as requested; assists the judge in determining whether issues of material fact remain for trial or whether the matter may be disposed of summarily, as provided for by Code of Civil Procedure Section 437c;  reviews and evaluates affidavits, declarations, deposition transcripts, interrogatories, etc., in light of applicable law; scrutinizes the face of the complaint, cross-complaint or answer to determine if it is legally sufficient or if it is susceptible to amendment; prepares memos on the following types of law and motion matters: appointment of receivers, writs of attachment, writs of possession, writs of execution exemption claim, orders to show cause, preliminary injunctions, undertaking/bond requirements, changes of venue, motions to quash, discovery disputes concerning depositions, interrogatories production and examinations, motions to dismiss, enforcement of arbitration awards, debtor's examinations, filing of amended pleadings, contempt and sanctions, relief from claim requirements.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





 	Legal principles and practices.


 	Methods and techniques of legal research.





Skills and Abilities to:


	Present statements of facts, law and argument clearly and logically in written and oral form.


	Perform legal research.


	Prepare drafts of resolutions and other legal documents.





EDUCATION/EXPERIENCE:





Applicants must have graduated from an accredited law school within the last twelve (12) months or must have taken the most recent California Bar examination or must have applied for, and be eligible to take the next California Bar Examination.





SPECIAL NOTES, LICENSES AND REQUIREMENTS:


	Experience in use of LEXIS legal research computer system.


	Experience with motions for summary judgement, demurrers, motions to compel discovery and strike pleadings; writs of attachment and possession; and other common motions.


	


License:  Positions in this class may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicles.





Conflict of Interest:  Anyone hired into this class will be required to file a Conflict of Interest statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





NOTE:	This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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