	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	SUPERIOR COURT CLERK





DEFINITION:





Under general direction, performs difficult legal clerical work of Superior Court judges; and performs related work.





CLASS CHARACTERISTICS:





Superior Court Clerks provide clerical support to Superior Court judges and are responsible for proper documentation of proceedings.  This class is distinguished from the next higher class of Assistant Supervising Superior Court Clerk in that the latter is assigned as the first-line supervisor/lead worker and assists in planning and organizing court proceedings in the Superior Court.





EXAMPLES OF DUTIES:





Records all formal orders, judgments, decrees, commitments and fines; attends court sessions, swears witnesses; gives oaths; impanels juries; receives, marks and acts as custodian of exhibits; keeps minutes of court proceed�ings; issues and processes writs; waits on the public; collects fees; prepares documents required of the clerk for probate, mental health, juvenile, domestic, civil and criminal cases; prepares regular and special reports and statements; receives, files and enters petitions, complaints and other pleadings; prepares commitments to state prisons, mental health facilities, or County jail; maintains jury attendances records; prepares bench warrants; prepares reports required by the Judicial Council; and may act as lead worker over legal clerical personnel in a unit or other clerks in courtrooms.





MINIMUM QUALIFICATIONS:





Thorough knowledge of:





    ·	Legal terms and proceedings of the Superior Court of California.


    ·	California Rules of Court and California Codes.


    ·	Legal clerical procedures and forms with the Superior Court and the County Clerk's office in California.





General knowledge of:





    ·	Routine court proceedings and filing of law suits and petitions and the prosecution of criminal matters with the Superior Court of a California county.


    ·	Business English, including spelling, grammar, punctuation, vocabulary, and reading comprehension.


    ·	Principles and techniques of supervision.





�
Skills and abilities to:





    ·	Check and verify information.


    ·	Listen to and summarize data and compose reports.


    ·	Read and comprehend technical or legal documents and correspondence.


    ·	Type with speed and accuracy.


    ·	Work independently and exercise good judgment.


    ·	Communicate effectively, both in writing and verbally.


    ·	Provide authoritative information to the public.


    ·	Process legal documents in a Superior Court of California.





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 three years of recent full-time progressively responsible legal clerical experience that must have included processing petitions, complaints, pleadings and other legal documents; OR successful completion of an accredited American Bar Association certified paralegal program AND two years of recent full-time responsible California legal clerical/secretarial experience that must have included preparing and processing legal documents.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Certificates:  TYPING:  At least 35 net words per minute.  Typing tests 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.





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





Previous Class Title:  Superior Court Clerk





County Class Linked To:  Deputy Clerk IV
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