	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COURT SERVICES CLERK TRAINEE





DEFINITION:





Court Services Clerk Trainee is a limited term training class.  Under direct supervision by a training supervisor, performs legal clerical work, specified in a structured training program, of low to moderate difficulty associated with the court's records management and case processing systems; general office support functions; and performs other related work.





CLASS CHARACTERISTICS:





Court Services Clerk Trainee serves as an entry-level position in the Court Services Clerk class series.  Incumbents in this class series perform a varied range of legal clerical tasks as defined in a structured training program that will enable the trainee to successfully perform as a Court Services Clerk I within one year.  At this level, the duties performed are routine in nature and of low to moderate difficulty, but significant to the continuous flow of Court operations, and involve considerable public contact requiring the exercise of tact, discretion and judgment.  This class is distinguished from the next higher class of Court Services Clerk I in that the latter is the entry-level class working with general supervision independently handling work of average difficulty.





EXAMPLES OF DUTIES:





Maintain and ensure security of files; accept and process Superior Court documents from a variety of sources; review documents and records for correctness of form, sufficiency of information and conform�ance with prescribed court requirements; classify, record, file, purge and locate documents and case files according to predetermined criteria; input and retrieve information from computerized record keeping systems; compute and collect proper fees; prepare and type court related documents; order and maintain unit office supplies; operate standard office equipment, including personal computers and computer terminals; explain procedures and provide authoritative information by telephone and in-person; assist judges and staff with administrative details; assist callers and visitors in a courteous and professional manner; and perform other similar court support duties as assigned.





MINIMUM QUALIFICATIONS:





General Knowledge of:





    •	Filing and indexing rules and applications.


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


    •	Current business English and word usage.


    •	Arithmetic.


�
    •	Operating principles and applications for electronic word processing systems.





Skills and abilities to:





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


    •	Format, type and proofread correspondence and reports.


    •	Maintain records, logs and filing systems.


    •	Operate standard office equipment.


    •	Communicate effectively, both verbally and in writing.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  Examples of education or experience which would most likely provide the required knowledge and skills would be completion of an office clerical or secretarial program from a technical or community college or at least six (6) months of full-time experience as an office clerk or receptionist.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





CERTIFICATES:





TYPING:  At least 35 nwpm.  Typing test 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.





LIMITED TERM:





Court Services Clerk Trainee is a one year term limit position.  Incumbents are assigned to a structured Court Services Clerk training program.  All phases of this training program must be successfully completed within one year.  Incumbents that successfully complete the training program within one year will be promoted to Court Services Clerk I.  Incumbents that do not successfully complete the training program within one year will be separated from the service of the court.





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





Previous Class Title:  New Class





County Class Linked To:  Junior Clerk/Typist





Class No.:  0718





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