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     SUPERIOIR COURT 
County of Madera, State of California
ANNOUNCEMENT OF EXAMINATION
PROMOTIONAL OPPORTUNITY

(Open to Madera Superior Court Employees Only) 
SENIOR LEGAL CLERK
Monthly Salary:  $3125 - $3800
Final Filing Date:  March 16, 2012 by 12 noon
THE POSITION
Under direction, to lead, oversee, and participate in the more complex and difficult work of staff responsible for the preparation and maintenance of documents and records for court proceedings; to provide information concerning policies, functions and procedures of the court and the office of the Clerk of the Court; to perform a variety of technical tasks relative to assigned areas of responsibility; to provide support at all times to the Court Division Supervisor; and to do related work as required.
SUPERVISION EXERCISED
This position exercises technical and functional supervision over lower level staff.

DISTINGUISHING CHARACTERISTICS
This is the advanced journey level in the Legal Clerk series.  Positions at this level are distinguished from the next lower classification levels of Legal Clerk II by the complexity and difficulty of the work performed.  Positions at this level possess a significant level of specialized, technical or functional expertise beyond that expected at the journey level.  Positions at this level require highly specialized knowledge, abilities, skills and experience and often exercise independent judgment in the performance of their duties.  The advanced journey level Senior Legal Clerk class provides lead supervision and training to assigned staff.  Depending on area of assignment incumbents may be required to perform Court Clerk duties.
IMPORTANT AND ESSENTIAL DUTIES
· Leads, oversees and participates in the more complex and difficult work of assigned staff.

· Trains assigned employees in the areas of work methods, techniques and the use and
operation of equipment.

· Verifies the work of assigned employees for accuracy, proper work methods, techniques and compliance with applicable standards and specifications.

· Performs the full range of Legal Clerk II functions.

· May be required to perform full range of Court Clerk functions.

· Waits on the counter and answers the telephone, providing information on the policies,

functions and procedures of the court and the office of the Clerk of the Court, the status of cases and requirements for filing documents.
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· Assists individuals with completing documents and forms.
· May perform specialized work in processing civil records and accounting for monies in 
civil cases and judgments.

· Provides support and serves as Court Division Supervisor in the absence or request of 
Court Division Supervisor.

OTHER JOB RELATED DUTIES
This position performs related duties and responsibilities as assigned.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Knowledge of:

Principles of lead supervision and training;
Functions, policies and procedures of the Madera County Court System;
Functions, policies and procedures of the office of the Clerk of the Court;
Pertinent codes, statutes and regulations governing all levels of court operations;
Legal procedures and documents used in court cases;
Principles and procedures of court calendar preparation and maintenance;
Legal terminology;

Principles and methods of fiscal record keeping;
Modern office practices, methods and computer equipment;

English usage, spelling, grammar and punctuation;

Basic mathematical principles.
Skill to:
Operate modern office equipment including computer equipment;
Take and transcribe notes accurately.

Ability to:
Provide lead supervision and training to assigned staff;
Perform the full range of difficult office and court support work;
Learn the full range of Court Clerk duties;

Examine and determine the validity and acceptability of documents for filing with the Clerk of the Court;
Coordinate the preparation and maintenance of court calendars;
Interpret and apply statutes and instructions related to court proceedings;
Interpret, explain, and apply policies, procedures, laws, codes and regulations including those affecting public access and use of information and records maintained in the office of the Clerk of the Court;
Gather data, analyze information and prepare a variety of reports;
Maintain a variety of accounting and fiscal reports;
Prepare clear, concise correspondence and reports;
Deal tactfully and courteously with the public when explaining the functions, procedures and policies of the court and the office of the Clerk of the Court;
Communicate clearly and concisely, both orally and in writing;
Establish, maintain and foster positive and harmonious working relationships with those contacted in the course of work.
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MINIMUM QUALIFICATIONS
Requires three years of increasingly responsible legal work experience AND equivalent to the completion of the twelfth grade.  Must be an employee of Madera Superior Court. 
SPECIAL REQUIREMENTS
Ability to work in a standard office environment.

LICENSE OR CERTIFICATE
Possession of, or ability to obtain, a valid California driver’s license or must be able to provide self-arranged transportation.
HOW TO APPLY

Please review the Application Guidelines when applying.   The application and supplemental questionnaire are required to apply.  Incomplete applications will be rejected.   A resume may be included with the application but will not be accepted in lieu of the application.   The job announcement, application and supplemental questionnaire may be obtained by accessing the Madera Superior Court’s website at:  www.madera.courts.ca.gov or by visiting the Madera Superior Courts Human Resources Division.  Office hours are Monday – Friday, 8:00 am – 5:00 pm.  
FINAL FILING DATE
Complete application and supplemental questionnaire must be submitted to the Court Human Resources Division office no later than March 16, 2012 by 12 noon.   
NOTE:  Applications submitted via email, fax or past the final filing date indicated will not be accepted.  

The provisions of this announcement do not constitute an expressed or implied contract.  Any provisions contained in this announcement may be modified or revoked at any time in accordance with Madera Superior Court Personnel Policies and standards.   
Updated: March 2, 2012
1
An Equal Employment Opportunity/Affirmative Action Employer


