SUPREME COURT CLERK'S OFFICE

Job Description
RECEPTIONIST/FILE CLERK
DEFINITION

Performs reception/clerical duties for the Supreme Court Clerk's Office.

DISTINGUISHING CHARACTERISTICS

Under the direction of the Office Manager, this position performs routine duties with minimal direction.  Independent judgment and discretion are involved in the proofreading of others’ work.  Independently writes and releases letters requesting files.

TYPICAL WORK

Tracks and balances the courts postage stamp account.

As records coordinator, retrieves and distributes case file pouches for all files.  Maintains the storage and reference system of all active files.  Provides backup to the Bailiff for storage and reference system of inactive (mandated) files, and backup to the Support Specialist for record storage and archiving.  Responsible for returning closed cases back to Court of Appeals.

Provides information and assistance to callers, accepts and relays various communications; transfers calls to proper personnel in the office and takes messages.

Processes, distributes daily outgoing mail for the Clerks office and justices’ chambers. 

Performs typing, generally of overflow nature, usually without responsibility for meeting deadlines.  

Coordinates workload with other clerical staff.

Files all briefs, correspondence, and other official papers in the proper files, including the pouches that have been checked out to various Justices, law clerks, and commissioners.

Operates office machines and equipment as necessary; posts records, completes forms, compiles simple data, and files various documents.  Principal operator of postage and United Parcel Service equipment, places service calls.

Takes requests for opinions or other reproduction jobs, types billings when necessary.

SUPREME COURT CLERK’S OFFICE

RECEPTIONIST/FILE CLERK (Cont’d.)
KNOWLEDGE AND ABILITIES
Knowledge of:  techniques of business correspondence and report writing; English grammar, spelling, and punctuation; office practices including filing, indexing, and cross-reference methods; commonly used office equipment; word processing.

Ability to:  exercise good judgment and poise in dealing with the public; perform clerical work; type accurately; effectively communicate both orally and in writing; organize and prioritize work requirements.

MINIMUM QUALIFICATIONS
Graduation from high school AND two years clerical/secretarial experience, with one year preferably in a legal environment.

Computer and word processing skills required.

SPECIAL NOTE:  Required to lift, carry, and move at least 50 pounds.

Range:
32

Revised 9/89; 4/96, 1/98, 7/99, 10/99

Revised Salary 3/90; 4/96
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