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	DEPUTY CLERK IV





DEFINITION:


Under general direction to perform varying complex legal clerical work related to court proceedings, subject to statutory provisions and rules of court, in various divisions of a municipal court; to act as a courtroom clerk, trainer or lead worker of a section; and to perform related work, as required.





CLASS CHARACTERISTICS:


Deputy Clerk IV's are found in the four municipal courts of San Diego County.  This classification is primarily utilized as a courtroom clerk, or trainer or lead worker in a division.  They are usually guided by court policy which may be provided orally or in written directives, and are expected to make independent decisions within a well-defined legal framework.





This class is distinguished from the next lower class, Deputy Clerk III, in that the latter is a leadworker or trainer in a small unit or a relief courtroom clerk.  It is distinguished from the next higher class, Senior Deputy Clerk, in that the latter is primarily responsible for the supervision of a unit of employees.





EXAMPLES OF DUTIES:


Typical tasks of courtroom clerk positions include: Attending court sessions and making entries on dockets and/or minute sheets; handling clerical details in felony preliminary hearings, court trials and jury trials, issuing releases and/or making commitments in criminal cases; keeping minutes of all court actions; administering oaths, marking exhibits and assuring their safekeeping; issuing certifications for juvenile and sanity hearings; preparing orders for appearance in Superior Court; and assisting judges, as needed.





Typical tasks of training/lead worker positions include: providing training in the processing of court documents in compliance with state codes and California Rules of Court; compiles information for preparing Judicial Council, management, fiscal, statistical, or other reports, as requested by supervisor; handling the more complex matters in dealing with the public, attorneys and law enforcement agencies; collection and distribution of fines and other monies; and maintaining statistical and accounting records.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Modern clerical office procedures and equipment.


	Alphabetic, numeric and chronological indexing and filing rules and systems.


	Arithmetic and business mathematics.


	Typewriter keyboard and touch typing system.


	English usage of a legal and business nature.


	Proper telephone etiquette.


	Clerical procedures within the Municipal Court system.


	Legal terminology used within the Municipal Court system.





General Knowledge of:


	Courtroom procedures.


	Legal clerical work involving the review, processing and dissemination of accurate and authoritative legal related information.


	Principles and techniques of one-on-one, on the job training.


	Common methods of balancing cash and checks against records and receipts, and recording financial transactions.





Skills to:


	Read, comprehend, interpret and apply court directives and various laws and regulations.


	Problem solve and make effective decisions.


	Communicate effectively, orally and in writing.


	Deal effectively with judges, attorneys, law enforcement personnel, public and staff.


	Handle difficult public contacts.


	Make accurate minute/docket entries in minimal time.


	Train lower level personnel.





EDUCATION/EXPERIENCE:


Education, training and/or experience which clearly demonstrates possession of the knowledge and skills listed above.  An example of qualifying experience is at least three (3) years of progressively responsible and successful legal clerical experience in a court with at least one (1) year of experience at a level equivalent to Deputy Clerk III or higher in a San Diego County municipal court.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Working Conditions:  Some positions require working eight (8) hours a day at a computer terminal.  Others may require eight (8) hours of intensive public contact which may include standing for eight (8) hours.





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:	Deputy Clerk III


TO:		Senior Deputy Clerk, Deputy Clerk V
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