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	DEPUTY CLERK V


	


DEFINITION:


Under general administrative direction to plan, organize, and direct the clerical activities and operation of an organizational unit of a division in the Court Administrator's office; to perform administrative work; and to perform related work, as required.





CLASS CHARACTERISTICS:


This position is the highest in the Deputy Clerk series.  A Deputy Clerk V is responsible for  supervision and coordination of workflow through subordinate personnel in an organizational unit.  This employee may, with management approval, recommend and implement policy related to areas supervised.  Deputy Clerk's V may also be assigned administrative tasks, as required.





This class is distinguished from the next lower classes, Senior Deputy Clerk and Deputy Clerk IV, in that the Senior Deputy Clerk may serve as a first line supervisor of a small unit and Deputy Clerk's IV serve primarily as courtroom clerks.





EXAMPLES OF DUTIES:


Supervises and coordinates the processing of administrative, accounting, criminal, traffic, civil or small claims matters; supervises, trains, evaluates and schedules work assignments of clerical staff; coordinates training of personnel in section; prepares statistics, reports and performance evaluations; handles the more difficult and/or sensitive public contact situations or personnel issues; assists in establishing new procedures and forms to comply with legislative changes; acts as liaison with outside agencies, as required; processes complex documents; keeps management informed on all matters of importance such as backlog, personnel problems, sensitive issues.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Clerical processes and procedures and legal terminology used within the Municipal    Court.


	Interrelationships of criminal justice agencies.


	English usage of a legal or business nature.





General Knowledge of:


	Principles and techniques of supervision and training.


	Principles of automated information systems.





Skills in:


	Organizing, directing, assigning, training and supervising activities of an organizational unit within budgeting, staffing and time constraints.


	Reading, comprehending, interpreting and applying court directives, procedures and various laws and regulations.


	Preparing or supervising the preparation of reports and correspondence.


	Communicating effectively orally and in writing.


	Problem solving, making and implementing effective decisions.


	Dealing effectively with judges, attorneys, law enforcement personnel, outside agencies, public and staff.


	Handling difficult public contacts.


	Develop and revise court forms and procedures.





EDUCATION/EXPERIENCE:


Education, training and/or experience which clearly demonstrates possession of the knowledge and skills listed above.  An example of qualifying experience is four (4) years of progressively responsible and successful legal clerical court related experience with at least one year of recent lead worker or supervisory experience in a court environment or related agency at a level equivalent to Deputy Clerk III or higher in a San Diego County Municipal Court. 





Successful completion of at least one year of college-level upper division coursework in law, public/business administration, criminal justice or closely related field may be substituted for one year of the required experience but may not be substituted for the lead worker/supervisory requirement.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


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 2080 hours.





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.





Promotional Lines:


FROM:	Administrative Clerk II, III, Deputy Clerk III, IV or Senior Deputy Clerk


TO:		Division Manager I
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