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DEFINITION:





Performs clerical work in support of administrative functions preparing, reviewing and processing documents, records and correspondence according to established policies and procedures; and performs other related clerical work.





DISTINGUISHING CHARACTERISTICS:





Court Administrative Clerk positions are found in various court support divisions and functions to include accounting, purchasing, stores, payroll, personnel, systems, and judicial services.


 


Court Administrative Clerk I: This is the entry level class.  Under immediate supervision, incumbents prepare, review and process a variety of documents, forms, records, and correspondence.  Incumbents provide information to other court staff and the general public relating to administrative support functions and procedures in conformance with prescribed laws, regulations and policies.  As incumbents learn the work they are expected to work with greater independence on more varied assignments.


 


Court Administrative Clerk II:  This is the journey level class.  Under general supervision, incumbents perform the more responsible and difficult work requiring greater independent judgment, public contact and interpretation of court and county rules, policies and procedures.





Court Administrative Clerk III: This is the advanced journey level class.  Under general supervision, incumbents independently perform the most complex administrative work of a technical nature; planning, organizing, prioritizing and coordinating work assignments.





EXAMPLES OF DUTIES:





Prepares, reviews and processes a wide variety of documents, forms, and correspondence to determine accuracy, completeness and conformance with prescribed requirements for recording, reporting and filing; creates and maintains files, records, logs, databases and filing systems; deals with court staff, representatives from county departments, outside vendors and members of the general public providing detailed information in response to procedural questions; orders office supplies; sorts and routes incoming and outgoing mail; makes arithmetic calculations; performs cashiering functions; compares budgeted levels and workload statistics; checks salary tables to figure leave balances, allowable benefits, and other similar statements; posts and balances ledgers; processes leave slips, personnel action notices, and mileage claims; posts, checks, balances, audits and adjusts personnel and fiscal records; prepares and types correspondence, reports, and other administrative clerical documents of average to moderate difficulty.


�
Court Administrative Clerk III:  All of the duties listed above including: monitors expenditures and purchase requests; assists in the collection, preparation and posting of various budget information; arranges for and monitors procedures and expenditures for training and travel requests; or arranges for implementation of telephone operations and monitors requests for telephone work orders. 





MINIMUM QUALIFICATIONS:





Knowledge of:


    •	Modern office practices, operating procedures, policies and clerical routines.


    •	The operation and uses of modern office equipment, including personal computers, data terminals, calculators, and copiers.


    •	Court and county administrative procedures and requirements.


    •	Current business English and word usage.


    •	Filing and indexing rules and applications.


    •	Operating principles and applications for electronic word processing systems.





Skills and abilities to:


    •	Communicate effectively, both verbally and in writing.


    •	Use good judgment, tact, courtesy and maintain confidentiality.


    •	Format, type and proofread correspondence and reports.


    •	Read, interpret and explain to others Court and County policies and procedures.


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


    •	Maintain records, logs and filing systems.


    •	Operate standard office equipment including personal computers.


    •	Perform basic arithmetic operations.





EDUCATION/EXPERIENCE:





Court Administrative Clerk I:  One (1) year of full-time clerical or secretarial experience which included providing customer service in person or via telephone.  Completion of related education or training may be substituted for up to six (6) months of the required experience.





Court Administrative Clerk II:  Two (2) years of full-time responsible clerical or secretarial experience as described above, one year of which must have included performing support activities in a personnel, payroll, financial management/budgeting, or purchasing operation; or one (1) year of experience as a Court Administrative Clerk I with the San Diego Superior Court.





Court Administrative Clerk III:  Three (3) years of full-time clerical or secretarial experience as described above, two (2) years of which must have included performing administrative support functions in a financial management/budgeting, travel or purchasing operation; or one (1) year as a Court Administrative Clerk II with the San Diego Superior Court.


�
 


SPECIAL NOTES, LICENSES OR REQUIREMENTS:





CERTIFICATES:  TYPING:  At least 35 net words per minute.  Typing must have been administered under International Typing Contest Rules for at least five minutes from unfamiliar material with 10 (gross) word penalty for each error.





Date Printed:  �DATE  \@ "MMMM d, yyyy"�June 2, 1999�
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