SUPREME COURT CLERK'S OFFICE

DEPUTY CLERK (Cont'd.)

SUPREME COURT CLERK'S OFFICE
Job Description
DEPUTY CLERK
DEFINITION
Assists the Clerk of the Supreme Court in the performance of all of the Clerk's duties and assumes the responsibilities of the Clerk in his absence.

DISTINGUISHING CHARACTERISTICS
· The Deputy Clerk serves at the pleasure of the Clerk and is bound by the Code of Judicial Conduct.
· This individual serves as principal assistant to the Clerk and serves as a Chief Staff Attorney in both legal matters and office administrative matters.  This position is delegated the authority to act in specific matters of substance and to explain, interpret, and apply complex rules and procedures having significant impact.
· Decision making responsibility is limited to areas of expertise as defined by the Clerk.
TYPICAL WORK OF THE DEPUTY CLERK
Examines, analyzes, and processes incoming motions and legal documents; makes initial determinations for setting purposes; prepares correspondence for setting motions, setting forth the deficiencies of the pleadings, and recommending corrections or additions.

Determines compliance with court rules, statutes, and case law; prepares necessary Clerk's rulings to both enforce and apply the Rules of Appellate Procedure (RAP) and other applicable court rules, statutes and case law.  Rules on all applications for the award of costs and applications for a determination of the actual amount of the award of reasonable attorney fees when an award of attorney fees has been made by the Court.  Prepares and signs mandates, certificates of finality, and supplemental judgments.  

Supervises the preparation of the Supreme Court oral argument calendar as well as sets matters for consideration on the Court’s En Banc conference calendar and monthly Departmental calendars, and sets matters for consideration on the Court Commissioner’s and Clerk’s weekly motion calendars .

TYPICAL WORK OF THE DEPUTY CLERK (Continued)

Monitors all cases before the Supreme Court to determine compliance with filing requirements of the rules of court and takes appropriate action to ensure that the preparation of the record on review and briefing in all pending matters before the Court are proceeding in an orderly and timely fashion. 

Drafts Orders of the Court as requested by the Chief Justice or other Justices and otherwise prepares all orders and/or makes all necessary rulings to memorialize and records the decision and determination of the Court made at the monthly En Banc Conferences and Departmental calendars.  Presides over the weekly Clerk’s Motion Calendar.

Manages and supervises the administration of pending Death Penalty Cases. 

Supervises and administers judicial discipline and attorney discipline matters and administers the preparation and signing of all necessary orders regarding the various classifications of admission to the Washington State Bar, as well as preparation and signing of the certificate that acknowledges said admissions; and supervises the preparation and signing of GR 23 certifications orders and the certificates related thereto.

Establishes and maintains daily contact and effective communications with staffs of the Courts of Appeals and the trial courts to ensure and promote the effective administration of the appellate process.

Provides other assistance as may be required by the Chief Justice and Justices of the Supreme Court.

Conducts and supervises the daily administration of the Clerk’s office.

ADDITIONAL SPECIFIC DUTIES OF THE DEPUTY CLERK

As time permits, the Deputy Clerk may also be called upon to assist the Supreme Court Commissioner’s Office by preparing memoranda of recommendations to the Court regarding petitions for review, appeals directed to the Supreme Court, and motions.  These memoranda reflect independent research and analysis of the legal issues in the case, and include a recommendation as to the proper disposition of the case or motion.

POSITION COMPETENCIES
Knowledge of:  Washington State law, Washington State court procedures and appellate process, the Washington State judicial system, and office and management principles, procedures, and practices.

Ability:  The applicant for Deputy Clerk should therefore possess good legal research and writing skills and be able to work independently and with others; interpret and apply court rules; use good judgment in evaluating situations; maintain confidentiality; communicate effectively; supervise the work of others; analyze problems and develop effective solutions; establish and maintain effective relationships with the Supreme Court, the legal community, and others.

MINIMUM QUALIFICATIONS
A law degree and current membership in the Washington State Bar Association AND:

· Five (5) years as a practicing attorney (with experience at the appellate level) 
DESIRED QUALIFICATIONS:
· Two years or more of supervisory experience.
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