	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	INDEPENDENT CALENDAR CLERK





DEFINITION:





Under general supervision, provides legal clerical support to assigned Superior Court judges and performs calendaring activities in independent calendar courts.





CLASS CHARACTERISTICS:





Independent Calendar Clerks provide legal clerical support to Superior Court judges and are responsible for calendaring activities for cases that are assigned to independent calendar courts.  This classification differs from that of Superior Court Clerk in that the latter is responsible for proper documentation of court proceedings.





EXAMPLES OF DUTIES:





Prepares, revises, and maintains daily court calendars; produces calendars, notices and minutes; organizes and directs the administrative functions in support of court proceedings; confers with Judge; sets motions, continuances, ex parte appearances and hearing dates; notifies all parties as to scheduled proceedings; resolves any scheduling problems or conflicts; prepares for hearings; monitors and reviews case status; updates automated case management system, inputting hearing results; prepares correspondence to include letters and tentative/telephonic rulings; screens telephone and office callers by providing information or referring to appropriate party; schedules appointments and meetings; sets up, maintains and retrieves files or records; checks files for venue; processes certificates and defaults; coordinates activities with other courtroom departments or  divisions; screens and determines priority of incoming mail; forwards and files court documents; maintains inactive case calendar; determines if any fees are due and collects; and explains and interprets Court policies and procedures.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Calendaring and case management procedures designed to reduce delay.


    •	Legal terminology.


    •	California Rules of Court and California Codes.


    •	Forms and documents related to civil or domestic matters before Superior Court.


    •	Record keeping and clerical monitoring procedures.





General Knowledge of:





    •	Filing systems to include numerical, alphabetical, chronological, subject area, and tickler.


�
    •	Civil or domestic court proceedings within the Superior Court in a California county.


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


    •	Modern office procedures and practices.


    •	Court statistical reporting techniques.


    •	Operation of automated case management tracking systems.





Skills and abilities to:





    •	Read, comprehend, interpret and explain to others complex departmental and legal clerical policies and procedures.


    •	Review complex court documents and records for correctness of form, sufficiency of information and conformance with prescribed requirements.


    •	Operate standard office equipment, including personal computers.


    •	Provide authoritative information to attorneys and the general public.


    •	Communicate effectively, both orally and in writing, with a wide variety of people.


    •	Work independently with minimal supervision and direction.


    •	Type at a corrected rate of 35 words per minute.


    •	Compose and proofread correspondence and reports for completeness and accuracy.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be three (3) years of recent full-time progressively responsible California legal clerical/secretarial experience which MUST have included scheduling, docketing, or calendaring of court proceedings or legal matters.  Completion of an accredited American Bar Association certified paralegal program may be substituted for up to one (1) year of the required experience.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Certificates:  TYPING:  At least 35 net words per minute.  Typing test must have been administered within the last two years under International Typing Contest Rules for at least five minutes from unfamiliar material.





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Previous Class Title:  Independent Calendar Secretary





County Class Linked To:  





Class No.:  0711
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