Name ___________________________


ADMINISTRATIVE OFFICE OF THE COURTS

Qualifications Matrix
Case Manager
Please indicate your experience as required by the qualifications listed below.  Be specific about your duties, the date range, and the time spent.
MINIMUM QUALIFICATIONS

	Associate of arts degree in legal secretarial science or related field; 

	Please state your education/degree and major area of study.  Please include the colleges and dates attended, year of graduation, and the degrees earned.


	OR



	Graduation from High school/GED 

	Please indicate when & where you received your high school degree or GED and the school attended.



	3 year clerical/secretarial experience including 1 year in a legal environment.

	Employer

	Dates
	Specific Duties/Examples



Desirable Qualifications

	Experience/training using Access and Excel

	Employer/School

	Dates
	Specific Duties/Courses



	Experience/training generating queries to obtain specific information from a database (i.e. build GUI query forms in relational database management systems)

	Employer/School

	Dates
	Specific Duties/Courses



