Superior Court of California 

County of Solano

 Job Announcement

Domestic Violence Docket Clerk (.5 FTE)
RECRUITMENT # 2011-07
Pay Rate:  $20.00 per hour, 20 hours per week
CLOSING DATE:  April 29, 2011, by 5:00 p.m. 
Job Definition

Under general supervision, provides and assists with domestic violence services at the Superior Court.  The services include with reviewing, completing and preparing restraining orders and other court documents for self-represented litigants. These services may be provided in the courtroom, Family Law Division or the Solano Legal Access Center (SLAC). This position is tied to grant funding, part-time (50%), represented, and non-exempt under the Fair Labor Standards Act. 

Essential Functions (Core Competencies) include, but are not necessarily limited to:
· Greeting and assisting self-represented litigants in the courtroom, Family Law Division and in the Solano Legal Access Center (SLAC);
· Reviewing and explaining the court’s calendar;
· Reviewing case files and documents to assist in preparation of documents or to provide factual information to customers; 
· Filing reissuance and orders after hearing;
· Entering information into the court’s database;
· Speaking with self-represented litigants after a court hearing to explain the next steps;
· Coordinating sheriff escort, when necessary;
· Explaining compliance issues to self-represented litigants;
· Acting as a liaison between the Court and collaborative partners;
· Helping litigants prepare restraining orders;
· Making referrals to community agencies and other court services;
· Assisting self-represented litigants with compliance issues;
· Processing domestic violence applications;

· Distributing temporary restraining orders to applicants with explanations and referrals;
· Gathering and maintaining statistics and other records and accounts of work, numbers served, outcomes and other data as required by the term of the grant; and
· Attending grant-related meetings and trainings.
Knowledge, Skills, and Abilities – The successful applicant will possess the following (KSAs):

· California Family Code, Code of Civil Procedure, Civil Code; 

· Policies, procedures and activities of the Court as they pertain to the performance of duties.
· California Trial court system and legal terminology;
· Judicial Council forms;
· Techniques and trends in self-represented litigant services;
· Knowledge of California family law and procedure;
· Techniques for dealing with individuals from a variety of socio-economic, ethnic and cultural background, including those who may be emotional or confrontational;

· Modern office procedures; 

· Ability to speak in court and/or in front of groups of people;
· Ability to maintain confidentiality of information;
· Ability to write clearly and concisely; and
· Ability to examine documents for accuracy, completeness, and conformity to requirements and to determine and take appropriate corrective actions regarding defects or errors identified

Educational and Work Experience Requirements

· High School diploma or equivalent
AND

· At least six months of experience providing significant customer services to self-represented litigants or equivalent. 
OR

· Any experience working in a Family Law Facilitator’s Office. 
Physical Requirements and Work Environment

The duties assigned to this position requires standing, walking, use hands to finger, handle, pinch, pull objects or controls, and reach with hands and arms; may occasionally need to climb stairs. Customarily, assigned work may include frequent lifting of up to approximately 10 pounds. Occasional lifting of up to 25 pounds may be required and the need to sit and work at a computer or in the courtroom for long periods. Some bending, stooping, and/or squatting may be required. While performing assigned duties, the employee may be exposed to weather conditions prevalent at the time. The noise and traffic level in the work environment are similar to a busy business office. Reasonable accommodation requests will be considered during pre-employment testing period and after employment when requested, medically documented, and determined by the court to be appropriate under applicable law.

Benefits Packages

Solano Superior Court employees are valued. The Court offers an excellent benefit package, including:

· CalPERS retirement plan (2.7% @ 55); the Court pays 4% of the employee’s contribution;

· Participation in Social Security, Medicare and State Disability Insurance;
· Medical insurance; choice of 3 HMOs and 3 PPOs; court pays a portion of the premium;
· Dental Insurance; court pays a portion of the premium;
· Vision Insurance; court pays portion of the premium;
· 457 deferred compensation plan opportunity;
· Sick leave earned at 3.7 hours per pay period (pro-rated at 50%);
· 13 paid holidays (pro-rated at 50%);
· Vacation accruals based on years of service (pro-rated at 50%);
· Floating holiday of 16 hours per year (pro-rated at 50%)
· Life insurance paid for by the court; and
· Employee Assistance Program.
Recruitment Process

To be considered for this position, applicants are required to complete an official court application and a supplemental questionnaire. You are required to sign and date the application and the response to the supplemental question. The supplemental questionnaire is attached to this job announcement. Applicants who are successful in the application packet-screening phase will move on to the interview phase. A panel will conduct a structured oral interview. The panel will review the degree to which each applicant demonstrates the required knowledge, skills, and abilities. 

Eligible job applicants will be notified by telephone or letter of the date and location prior to scheduling for the examination.

Official application forms are available on the court’s Web site, www.solano.courts.ca.gov or application forms may be picked up from the court’s human resources department in the Executive Office at 600 Union Avenue, Fairfield. Applications may be mailed or dropped off at the court and must be received by close of business on the final filing date. Faxes or postmarks are not accepted. 
Supplemental Application

for

Domestic Violence Docket Clerk
 (Recruitment # 2011-07)
INFORMATION AND INSTRUCTIONS

To acquire knowledge of your education, experience and training, the first phase of the selection process for this position will be a review of your application and supplemental application. The information you provide on the court’s official application and supplemental application will be used to evaluate your overall qualifications for this position. Based on the results of this evaluation process, candidates will be invited to participate in the interview.

Using this supplemental application, you are required to describe your experience that qualifies you for this position. You are to provide explicit, but concise, statements in response to the question.  It is your responsibility to ensure that information you deem important to your candidacy is included in your responses. Your response to the question is limited to the space provided on the page provided. All responses to the supplemental questions are to be in your own handwriting or by typing in the space provided. In responding to the question, describe your own experience.  

The official court application must be typed or legibly printed. The supplemental application may be completed in your own handwriting in ink or by typing in the space provided. Résumés or referrals to a résumé in lieu of a response on this questionnaire are not acceptable.  Applicants submitting illegible or incomplete application packets will be disqualified from consideration.

CERTIFICATION

I certify that all statements made in this supplemental application were written by me are true and complete, and I understand that any misstatement of material fact(s) will subject me to disqualification.

Applicant Signature:  _____________________________ Date: _______________
1. 
Please provide a brief description of your work experience, either paid or volunteer, working with domestic violence cases. (Be specific in describing your duties and the length of time you carried out these functions.  Limit applicable comments in response to this question to this page.)
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