PAGE  
3
Continued from previous


[image: image1.jpg]





Closing Date:  Continuous

Annual Salary Range:  $31,361 - $38,221
Definition:  Under general supervision, this specialized clerical level position performs legal processing, courtroom, and judicial support duties.
Essential Duty Sample (This List Is Not All Inclusive, BUT A REPRESENTATIVE SAMPLE OF DUTY FUNCTIONS)  Prepare necessary legal documents and case files for court proceedings; Take minutes of court sessions and prepare records of the proceedings; Prepare and maintain the court calendars; Receive and file legal papers in accordance with the various codes governing legal procedures; Communicate information to jurors, parties to cases in progress, members of the public, bench officers, court administration, and interacting agencies or departments in person, by telephone, or in writing; May observe, assist and train employees in court clerk procedures; Accepts fines and fees; makes appropriate journal entries, issues and balances cash drawers. Speak, read and write in a language other than English, if required and assigned; Attend staff and other work-related meetings, workshops, seminars, and other continuing education opportunities.
EMPLOYMENT STANDARDS

Education / Experience:  Any combination of education and experience that could likely provide the required knowledge, skills, and abilities is qualifying.  A typical way to obtain the knowledge, skills, and abilities would be education equivalent to completion of the twelfth grade AND two years of law office or court clerical experience involving extensive public contact and responsibility for preparing, processing or accepting legal documents.  Self certification of required computer and keyboarding skills.
Knowledge, Skills and Abilities:  Math sufficient to calculate fees and fines, prepare jail/prison commitments and civil judgments, and prepare payroll; Relevant State, Federal and local laws, statutes, ordinances, regulations, policies, and legal terminology to handle routine court filings and clerking duties in domestic, probate, small claims, juvenile, traffic, civil and criminal cases; Communicate verbally with people of various educational and socioeconomic backgrounds to convey simple instructions and information; Prepare written material clearly, concisely and with technical accuracy using proper grammar and courtroom terminology; Proofread for errors in grammar, courtroom terminology, punctuation, spelling and typing; Establish and maintain cooperative working relationships with others; Maintain records and files; Retain and recall verbal and written instructions, court procedures and practices; Organize work and establish priorities; Adjust to changes in workload under stressful conditions; Be patient, tactful and courteous in dealing with people in various emotional states; Keyboard 35 words per minute accurately; Read and interpret complex technical and legal documents pertaining to various legal filings and records; Coordinate work with other departments and agencies.
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Superior Court of California – County of Tulare

SUPPLEMENTAL APPLICATION FORM

Court Clerk


A response to all of these questions is required to be considered for this position.  

1. Are you familiar with Federal and State statutes, ordinances, regulations, rules, policies, standards, codes and terminology related to legal processes and filing procedures? Explain your knowledge/experience.

     
2. Check off below the tasks you have performed:

 FORMCHECKBOX 
 Determined completeness and accuracy of legal documents.

 FORMCHECKBOX 
 Distributed legal forms to appropriate parties.

 FORMCHECKBOX 
 Received, filed, stamped, and processed legal documents such as: motions, orders to show cause, disqualification of judges, passports, wills, divorce and  marriage licenses.

 FORMCHECKBOX 
 Received and stamped new filings such as: criminal, civil, small claims, traffic, juvenile and probate cases.

 FORMCHECKBOX 
 Prepared and checked court calendar for accuracy.

 FORMCHECKBOX 
 Prepared minute orders and related documents.

 FORMCHECKBOX 
Prepared files for new court cases.

 FORMCHECKBOX 
Entered information in the register of actions.

 FORMCHECKBOX 
 Other(list):____     ______________________________________________________

3. Describe your writing skills for sufficiently preparing memos, minute orders and related court records using correct grammar, punctuation and spelling.  Explain how you have acquired this skill.

     
4. Can you read and interpret technical and legal documents such as legal briefs, motions and rulings sufficient to answer court related questions from the public, other agencies, and employees? Briefly explain overall experience in this area.

     
5. In the left column below, list examples of technical/legal documents you have read. On the adjacent line, in the right column indicate to whom you explained this information.

1.__     ___________________
____     _______________________

2._      ___________________
____     _______________________

3._      ___________________
____     _______________________

4._      ___________________
____     _______________________

6. Describe your experience using personal computers. Include the type of programs you are proficient with and the type of work you have performed on the computer.

     
The following questions measure desirable employment standards.  It is not necessary to answer these questions to apply for this position. However, those that answer these questions may be considered more qualified and may be given first consideration.

7. Check off below the courtroom duties you have performed:

	Clerked in the following court(s):
	Other Duties performed: 

	 FORMCHECKBOX 
 Criminal(list court) 
      

	 FORMCHECKBOX 
 Called jury roll in the court

	 FORMCHECKBOX 
 Civil(list court)
     

	 FORMCHECKBOX 
 Administered oaths in the courtroom

	 FORMCHECKBOX 
 Small Claims
	 FORMCHECKBOX 
 Accepted and marked evidence

	 FORMCHECKBOX 
 Juvenile
	 FORMCHECKBOX 
 Prepared files for use in the court

	 FORMCHECKBOX 
Probate
	

	 FORMCHECKBOX 
 Traffic
	



 FORMCHECKBOX 
  By checking this box, I certify that the information provided is accurate and complete to the best of my knowledge.  I understand that any falsification may cancel any terms, conditions or privileges of employment.  I understand that employment may require passing a medical examination and proof of a satisfactory driving record.

Print Name:      

Signature:__________________________________
Date:__     ________________
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Court Clerk


Resumes in lieu of the application form will not be considered.  








The Superior Court of California, County of Tulare, is an Equal Opportunity Employer








This supplemental application form is an examination.  All candidates are required to complete and return this supplemental application form with their application for this position.  The supplemental application form will be used to select the most highly qualified candidates who will then advance to the next step in the selection process. The questions that follow will be used to evaluate the extent to which a candidate has demonstrated and applied the knowledge, skills and abilities critical to successful performance in this position.  Briefly and concisely respond to each of the following questions.  Limit your responses to one 8 1/2" x 11" page per question.  Responses must be legibly handwritten or typed.  





The Superior Court for Tulare County makes reasonable accommodations for differently abled individuals, provided the employee can perform the essential duties of the job.  Each situation will be considered on an individual basis.  If you have any questions, please contact the Court Human Resources department.  A copy of the job specification for this position is available upon request.














