
SUPREME COURT CLERKPRIVATE 


Job Description


LEGAL SECRETARY
DEFINITION
Responsible for the coordination and dissemination of Petitions for Review from the Court of Appeals.  Responsible for preparing, compiling and distributing briefs on all cases being scheduled for oral argument to the Justices and attorneys of record.  Serves as backup to the Legal Secretary/Accountant, distributing opinions and preparing legal correspondence.

DISTINGUISHING CHARACTERISTICS
This position involves a wide variety of legal/clerical/secretarial functions which require specialized court clerical and technical knowledge.  The incumbent is required to apply independent judgment within area of expertise and interpret court policies.  Directly reports to Office Manager.

TYPICAL WORK
Acknowledges and serves briefs on all counsel involved in any case to be heard by the Supreme Court including appellant, respondent, amicus curiae, etc., and briefs involved in disciplinary proceedings and death penalty cases.  Personally advises counsel on correct document formatting in accordance with the Rules of Appellate Procedure.  Tracks suspenses and initiates correspondence informing counsel and defendants of their status.

Orders all briefs for distribution from the copy center.  Prepares, compiles, logs, and distributes all briefs to the Justices for cases being scheduled for oral argument.  Prepares and distributes all supplemental papers as they are filed.  Processes requests for briefs on loan to interested parties and prepares forwarding letters.

Determines when cases are ready for review on the Court’s transfer/retain calendar and submits briefs, with cover letter, to Commissioner.

Types all Petitions for Review letters, including Motion for Extension of Time, Untimely Filed Petition for Review, etc., notifying counsel of the filing of petition, date of consideration and when answers are due.  Orders copies of the petitions, answers and any replies for distributing.  Prepares affidavit of service for Petitions for Review and answers when necessary.  

Drafts, prepares, and finalizes separate orders and letters of any petitions reviewed by the Court, to include those continued to the En Banc Administrative Conference.  Drafts, prepares, and finalizes Disposition Order for Petition for Reviews and notifies counsel and interested parties of 
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disposition in each case.  Interested parties include the appropriate division of the Court of Appeals, West & Mead Publishers, Reporter of Decisions, etc.  Coordinates Notice of Disposition with above.  Prepares and circulates copies of pleadings to law clerks and Court for departmental motion calendar.

Researches document and computer files to address telephonic inquiries, and to obtain background information for correspondence.

Prepares orders and certificates admitting attorneys under direction of the Coordinator/Attorney Admission & Discipline.

Backup person for the Coordinator/Attorney Admission & Discipline.

Backup person for all non-accounting duties of Legal Secretary/Accountant.

Key operator for the copying machine.  Places service calls for repairs and orders supplies for machine.  Backup operator for the mail machine.

Performs other duties as required.

KNOWLEDGE AND ABILITIES
Knowledge of:  appellate court procedures and the legal system; legal terminology, word processing and computer systems; commonly used office equipment; office practices and filing procedures; legal forms and documents; English grammar and spelling.

Ability to:  apply and interpret Court Rules; work independently; analyze situations correctly and take effective action; initiate correspondence; type rapidly and accurately; exercise good judgment and pose in dealing with Court personnel and the public; follow written and oral directions; maintain a neat personal appearance and courteous attitude toward public and fellow employees.

MINIMUM QUALIFICATIONS
Associate of arts degree in legal secretarial science or related field and three years clerical/secretarial experience, one year of which must be in a legal environment.  Appellate court experience preferred.

OR

Graduation from high school and five years of clerical/secretarial experience in a law office or legal environment.  Appellate court experience preferred.
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Word processing skills required.
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