	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ASSISTANT SUPERVISING


	SUPERIOR COURT CLERK





DEFINITION:





Under general direction, supervises and trains Superior Court Clerks; and performs related work.





CLASS CHARACTERISTICS:





This classification is responsible for planning, scheduling, and coordinating the work of courtroom clerks assigned to Superior Court judges.  The Assistant Supervising Superior Court Clerk differs from the next higher class of Supervising Superior Court Clerk in that the latter has full responsibility for organizing, planning and coordinating the activities of all Superior Court Clerks assigned to Superior Court departments.  It differs from the next lower class, Superior Court Clerk, in that the latter is assigned to a specific Judge of the Superior Court to serve as the Courtroom Clerk responsible for the maintenance of all court records.





EXAMPLES OF DUTIES:





Supervise, train and coordinate the work assignments of Superior Court Clerks assigned to judges and pro-tem judges in the civil, criminal, family law or juvenile divisions; answer inquiries of judges, consult with attorneys, court personnel and the public regarding legal and court procedures for filing civil, criminal, probate, juvenile, family law, and other matters; serve as liaison with related departments using the Courts (District Attorney, County Clerk, Probation, etc.); provide back�up in any courtroom situation in the absence of the assigned Clerk; prepare reports required by the Courts or the Judicial Council; provide general assistance to the Supervising Superior Court Clerk as needed; and may provide for the coordination and management of the interpreter program.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Statistical and data reporting requirements of the California Judicial Council.


    •	Civil, criminal, family law and juvenile court procedures used in Superior Court.


    •	Principles and techniques of basic supervision and personnel management.


    •	Legal terminology and clerical procedures required in Superior Courts.


    •	California Rules of Court.





General Knowledge of:





    •	California Codes, to include the Code of Civil Procedures, Penal Code, Vehicle Code, Welfare and Institutions Code, and Health and Safety Code.


�
Skills and abilities to:





    •	Supervise and lead the work of staff members in an effective and efficient manner.


    •	Training principles and techniques used to instruct other employees in the operation of the courts.


    •	Effective verbal and written communication in order to train, prepare manuals, correspondence with the general public, personnel and other agencies.


    •	Common public contact and human relations principles in order to tactfully deal with others in a pleasant, non�confrontational environment.





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 five years or more as a Superior Court Clerk in the State of California.  Work assignments must have included the supervision and training of courtroom clerks or legal procedures clerks and attendance in court sessions.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  





County Class Linked To:  
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