COURT OF APPEALS
Job Description
RECEPTIONIST/FILE CLERK

DEFINITION
Under the direction of the court administrator/clerk or designee, a receptionist/file clerk performs receptionist, file clerk, and other routine clerical functions for the Court of Appeals.

TYPICAL WORK
(Note:  The following is a listing of typical duties; the actual duties of a position may not include all those listed or may include other work of a similar nature.)

Answers telephone calls and forwards to the appropriate person; provides routine information to callers and visitors; and accurately receives, writes, and delivers telephone messages.

Files case documents, briefs, and correspondence.

Receives and processes incoming and outgoing mail.

Handles invoicing, payments, receipts and deposits.

Sorts billings from printers.

Dockets general pleadings filed with the court.

Distributes briefs prior to each term.

Coordinates submission and retrieval of records to and from archives.

Processes, stores and retrieves exhibits as required by the court.

Performs other duties as required.

KNOWLEDGE AND ABILITIES
Knowledge of:  receptionist procedures; general office procedures; basic office equipment (telephone equipment, copy, facsimile, postage machines); basic word processing techniques
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KNOWLEDGE AND ABILITIES (Continued)
Ability to:  effectively communicate orally and in writing; maintain a professional attitude in dealing with the public; follow written and oral direction; perform basic clerical tasks, including typing and filing; maintain confidentiality.

MINIMUM QUALIFICATIONS
Graduation from high school or GED; AND one year clerical or receptionist experience.  Experience in a legal environment is desirable.

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

FEDERAL FAIR LABOR STANDARDS/WASHINGTON STATE MINIMUM WAGE ACT

This position is covered by the Federal Fair Labor Standards Act and the Washington State Minimum Wage Act.

Range
32
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