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	JUDICIAL SECRETARY





DEFINITION





Under general direction, provides journey-level legal secretarial duties to Municipal Court judges and administrative staff of the Municipal Courts; and other work as required.





CLASS CHARACTERISTICS





This class performs assignments which not only utilize the full range of legal secretarial skills and abilities but also requires confidentiality and the application of specific subject matter knowledge of legal formats and mechanisms necessary to clerically process a wide variety of technical judicial functions common to the Municipal Courts with minimal supervision and direction.  In addition, while not a supervisory class, incumbents may be assigned to assist in the training of new judicial secretaries.  This class may serve at the pleasure of the Court Administrator or judges of the Municipal Court.





EXAMPLES OF DUTIES





Takes and transcribes dictation from the judges of the Municipal Courts, including correspondence, opinions, decisions, rulings, legal research memoranda, jury instructions, verdicts, findings of fact and conclusions of law, stipulations and other matters; prepares a wide variety of legal terms and mechanisms necessary to clerically process judicial matters for the Municipal Courts with little supervision or direction; performs confidential secretarial duties for the judges of the court and the Executive Office; prepares or drafts correspondence independently or from general direction for signature; transcribes documents from cassette dictation; may assist in the training of new judicial secretaries; screens telephone and office callers by providing information or referring to appropriate party; schedules appointments, meetings and speaking engagements; coordinates time, place and participant arrangement for meetings; takes minutes of meetings and conferences and distributes, sets up/maintains files, records and indexing systems; compiles and summarizes information and figures for general information purposes and reports; screens and determines priority of incoming mail; and relieves judges and executive staff of routine office and administrative details.





MINIMUM QUALIFICATIONS





Thorough Knowledge of:


	Legal procedures, terminology, policies, court rules, forms and documents related to the Municipal Courts.


	Business English, including spelling, punctuation, grammar, capitalization and word usage.


	Recordkeeping and clerical monitoring procedures.


	A wide variety of typing layouts, formats and filing systems.


	The operation and various uses of common office equipment, including personal computers.


	Modern office procedures and practices.





Skills and Abilities to:





	Type at a corrected rate of 75 words per minute.


	Establish and maintain cooperative relations with the public.


	Deal effectively and diplomatically with administrators, officials and other individuals.


	Prioritize and route incoming and outgoing mail and phone calls.


	Read, understand, follow and explain policy and procedure.


	Compile and summarize statistical, financial and other data.


	Compose routine correspondence and reports.


	Proofread and review work for accuracy and completeness.


	Make mathematical computations.


	Maintain confidentiality.





EDUCATION/EXPERIENCE


Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  An example of qualifying education, training and experience would be five years of responsible legal secretarial experience involving taking and transcribing dictation and typing legal documents.  





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


Some positions may require shorthand or speedwriting.  To qualify for these positions, an original shorthand or speedwriting certificate for at least 90 net WPM with 97% accuracy for two minutes is required.  Certifications for typing and shorthand/speedwriting must not be more than two years old.





License:  Position in this class 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 personal vehicles.





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.





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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