	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	JUDICIAL CLERK


�ADVANCE \d2�


DEFINITION:





Under general supervision, performs a variety of legal assignments on behalf of divisions or departments of the Superior Court by doing legal research, summarizing motions and matters on calendar, and other activities required to expedite the work of the Court; and any other duties as may be required.





CLASS CHARACTERISTICS:





This is the entry-level professional class into the Research Attorney/Judicial Clerk series of the Superior Court.  Incumbents in this classification are characterized by their role in gaining experience in specialized fields of legal research.  This class is distinguished from the next higher class of Research Attorney I by the level of service and expertise incumbents can be expected to provide, the difficult of assignments which they receive, and their not holding active membership in the State Bar of California.  Employment in this classification is temporary in duration in that incumbents serve for a two year period.





EXAMPLES OF DUTIES:





Conducts studies of pleading, exhibits, case files and records on appeal and/or calendared for hearing in the Law and Motion Department and other departments of the Court; ensures accuracy of quotations from cases and statutes; verifies that all issues of law and fact that are required to be ruled upon are presented; prepares formal memoranda to the judge or judges regarding the results of such study and analyses; may prepare recommendations based upon their opinion and conclusions; may prepare special research reports and maintain master cross-index of Appellate Department decisions and references; performs legal research under strict time constraints for immediate information in response to calls from judges; and other duties as assigned.





MINIMUM QUALIFICATIONS:





General knowledge of:





    •	Legal principles and precedents and their application, especially with regard to law and motion and appellate matters.


    •	Legal research and methods and techniques.


    •	The use of legal reference works, including case law and statutory law.


    •	Legal terms and procedures.





Skills and abilities to:





    •	Present statements of facts, law and arguments clearly, concisely and logically in written and verbal form.


    •	Analyze and interpret legal problems and apply legal principles and precedent to a particular set of facts.


�
    •	Effectively perform legal research.


    •	Work cooperatively with others.


    •	Write clear and concise memoranda.


    •	Effectively communicate verbally with judges, research staff and other individuals.


    •	Work under various time constraints and exacting professional and legal standards.





EDUCATION/EXPERIENCE:





Graduation from an accredited school of law.





Completion of the California Bar Examination.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Possession of a valid California Class 3 driver's license.





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





Previous Class Title:  None





County Class Linked To:  None





Class No.:  0734
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