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	DEPUTY ADMINISTRATIVE CLERK II





�
DEFINITION:





Under general supervision to perform full range of routine clerical work related to the administration of the court and perform related duties as required.





CLASS CHARACTERISTICS:





Incumbents assist management in day-to-day operations, by monitoring and gathering statistical data pertaining to court policy; assist in preparing regular reports expressing workloads, staffing schedules, payroll and/or providing explanations or interpretation of payroll procedures and Civil Service rules.  This class is distinguished from the next higher class, Deputy Clerk - Administrative Clerk III in that the latter handles broad areas of responsibility monitoring expenditures, revenue, inventories, statistical reports and may have supervisory responsibility. 





EXAMPLES OF DUTIES:





May prepare, maintain, and monitor the status of various payroll and personnel information reports and related records; may interpret Civil Service Rules, Government Code, Compensation Ordinance, and related articles of the Administrative manual; may maintain a program of inventory controls for all service and supplies, minor equipment, and fixed assets; may maintain documentation on the status of expenditures and purchase requests and compare to budgeted funds for consistency with court policy; may prepare and monitor purchase orders and work requests; may write memos and reports documenting status of all such requests; may reconcile and disburses incoming revenues; reconciles monies held in trust and monthly bank statements; may provide additional system support for mainframe and PC-based systems; may assist with the technical training of automation users; and may maintain logs, records statistics for the system support unit.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:





	The operation and uses of modern office equipment including typewriters, data terminals, calculators and copiers, (word processing equipment).


	Court administrative procedures and policies.


	All forms necessary to complete any assigned duties.





General Knowledge of:





	Purchasing process


	Budget process.


	Court rules and manuals 


	Payroll clerical processes, procedures and office practices and procedures in handling payroll, personnel action transactions, budget process and inventory controls.


	County rules, ordinances, and manuals related to the administration of the courts


	Basic mathematics.





Skills to :





	Compile, organize and summarize data; identify and resolve minor hardware and software problems; train individuals in the use of automated equipment; understand and interpret Court policies and procedures; communicate effectively orally and in writing; work cooperatively and deal tactfully with others; operate adding or calculating machines, typewriter, data terminals and other modern office equipment.





EDUCATION/EXPERIENCE:





Education, training and/or experience which would clearly demonstrate the required knowledge and skills stated above.  Qualifying experience is at least one (1) year experience at a level equivalent to a Deputy Clerk II, with at least six (6) months experience in the accounting or administrative section of a Municipal Court at a level equivalent to a Deputy Administrative Clerk I or Deputy Clerk II.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Working Conditions:  Must be able to lift and transport supplies and equipment weighing up to 50 lbs.





License:  Position 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 own personal vehicle.





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.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2,080 hours.





Conflict of Interest:  Anyone hired into this class may 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.





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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