Court of Appeals, Division III
Spokane, Washington

JUDICIAL ADMINISTRATIVE ASSISTANT

Acts as confidential administrative assistant to a judge of the Court of Appeals in Seattle.  Exercises independent judgment while assisting a judge with the court’s business operation.  Typical duties include but are not limited to the following:  processes letters, orders, opinions and other correspondence; answers telephone inquiries, develops and initiates procedures to facilitate management of the judge’s office; keeps the judge informed of significant and important items requiring review or action; calls attention to deadlines; maintains files of correspondence and records; maintains judge’s brief packets for cases set for oral argument; and maintains records of judge’s dockets and writing assignments.

MINIMUM QUALIFICATIONS:

Associate of arts degree in legal secretarial science or related field or a paralegal degree; AND five years experience as a legal secretary or paralegal, executive secretary, or confidential administrative assistant.  At the discretion of the hiring judge, a legal secretarial certificate or equivalent may be substituted for an AA degree or paralegal degree on a year-for-year basis. 

Paralegal experience or administrative legal experience may be substituted for education on a year-for-year basis.

Word processing skills required.

DESIRABLE QUALIFICATIONS:

The position requires strong administrative and legal skills, as well as the ability to work under pressure.  Desirable qualifications include proficiency in legal writing, editing, and cite checking.  Ability to independently prioritize and complete work assignments.  Strong computer skills including proficiency in the use of Microsoft WORD, Microsoft Outloo, and Lexis Nexis. 
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SALARY AND BENEFITS:

· $35,184 - $45,036 depending upon experience (Range 47)

· Medical/Dental, Life Insurance, and Long Term Disability Insurance programs

· Paid Vacation and Sick Leave

· State Retirement Plan

APPLICATION PROCEDURE:

Call (360) 704-4007 or visit our website at www.courts.wa.gov/employ for an application packet.

Submit a résumé, completed application form and a cover letter addressing your experience in light of the job duties and qualifications to the Administrative Office of the Courts, Human Resources Section, 1206 Quince Street SE, PO Box 41170, Olympia, WA  98504-1170.

Applications materials will not be accepted at the Court of Appeals, Division III in Spokane.

CLOSING DATE:  All applications must be received by 5:00 p.m., February 9, 2006.  

The Washington State Court of Appeals is an Equal Opportunity Employer.  Women, racial and ethnic minorities, persons of disability, disabled veterans, Vietnam Era veterans, and persons over 40 years of age are encouraged to apply.
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