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	DEPUTY CLERK - JUNIOR CLERK





DEFINITION:





Under immediate supervision to do a variety of basic clerical and/or typing tasks; and to perform related work.





CLASS CHARACTERISTICS:





This is the entry level class in the general clerical series.  Instructions for completing work assignments are specific and involve little discretion or interpretation.  This class differs from the next higher level class, Deputy Clerk - Intermediate Clerk Typist, in that the latter performs a wide variety of more difficult clerical tasks; details and methods used to complete work assignments require discretion and interpretation of policy and procedure.  Incumbents in this class work full time or part time in permanent, temporary or seasonal positions.





EXAMPLES OF DUTIES:





Receives, sorts, processes and files legal documents; receives, verifies and accounts for checks, money orders and cash either over the counter or by mail; cashiers and balances monies received against transaction totals; searches court records for data requested; enters and retrieves data from an automated data file; types, writes or stamps case information onto dockets; prepares court calendars; checks for completeness of case file prior to sending case into courtroom; provides information regarding court procedures, answers inquiries and explains legal filing processes, explains fines and fees, assists the general public, law enforcement officers and attorneys locate material and information at the counter and over the telephone.





MINIMUM QUALIFICATIONS:


General Knowledge of:


	Modern clerical office procedures.


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


	Arithmetic and business mathematics.


	Typewriter keyboard and touch typing system.


	Modern office equipment.


	English usage of a legal and business nature.


	Proper telephone etiquette.





Skills to:


	Operate modern office equipment and machines including typewriters, photocopiers, computer terminals, cash registers and calculators.


	Sort, classify, file and retrieve data and information.


	Compile, check and verify data and information for accuracy and completeness.


	Read, understand, follow and explain to others oral instructions and written directives, policies and procedures.


	Read and understand court documents.


	Make basic arithmetic/mathematic computations accurately.


	Accept fines and fees, issue receipts and balance cash drawers.


	Draft simple, routine correspondence.


	Proofread to identify typographical errors and to correct spelling, grammar, punctuation, capitalization and word usage.


	Communicate effectively, orally and in writing, with court staff, law enforcement officers, attorneys, judges and members of the public from a wide range of socio-economic backgrounds.


	Post information to various records and accounts and check for accuracy.


	Effectively maintain the decorum of the court.





EDUCATION/EXPERIENCE	





Education, training and/or experience which demonstrate possession of the knowledge and skills stated above.  Qualifying training and experience are recent completion of an office clerical program in high school or college or six (6) months of recent full time clerical experience performing routine clerical duties.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


Certificate:  Some positions require a typing skill of 30 net WPM validated by an ORIGINAL unaltered typing certificate (no photocopies) for at least 30 net WPM with a maximum of 5 errors attached to the application and will be required before candidates will be scheduled to take the written test.  The typing test must be for at least five minutes with 10 gross words penalty for each error (in accordance with International Typing Contest Rules).





Additional Compensation:  Incumbents in some positions may receive additional compensation for bilingual skills and duties.





Character:  Candidates 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.





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.





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.	
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