Courtroom Clerk 
Recruitment # 2015-17

Superior Court of California 
County of Solano

Announcement 

Courtroom Clerk 
 
RECRUITMENT # 2015-17

Salary:  $47,185 – $57,354 annually

CLOSING DATE:  January 8, 2016

Note:  This recruitment will used to create a list for future regular or limited term assignments as Courtroom Clerk.

Job Definition

Under supervision, the incumbent is responsible for attending court sessions, preparing minutes of the proceedings on the appropriate forms, entering data in case management systems, and related tasks. This position is represented and is non-exempt from the Fair Labor Standards Act. 

Essential Functions (Core Competencies), including, but not limited to:

· Attending court sessions and preparing minutes on prescribed forms;
· Entering data into court computer systems;
· Completing other forms or documents related to cases;
· Administering oaths to witnesses, prospective and selected jurors, and bailiffs;
· Marking and recording exhibits during proceedings;
· Maintaining chain of custody on exhibits;
· Demonstrating exceptional communication abilities (oral and written);
· Maintaining attention to detail;
· Maintaining confidentiality of information;
· Exercising tact and diplomacy in working with other staff and/or the public;
· Collecting, reviewing and preparing statistical data;
· Demonstrating proficiency in software programs such as (Microsoft Word or WordPerfect, Excel, Microsoft Outlook, etc.); and
· Performing other related work as required by business needs. 

The ideal job applicant will possess all of the knowledge, skills, and abilities (KSAs) listed below, including other KSAs and meet all minimum requirements. A more detailed list of minimum requirements and KSAs is available upon request. 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.

Knowledge, Skills, and Abilities  – The successful applicant will possess the following (KSAs):

· Knowledge of court procedures and practices;
· Knowledge of court documents and their use;
· Knowledge of legal terminology;
· Knowledge of document processing through administrative departments;
· Knowledge of case calendaring;
· Knowledge of fines, bails and sentencing procedures;
· Knowledge of applicable regulations, statutes, codes, and ordinances;
· Knowledge of California State and local Rules of Court;
· Ability to work with others;
· Ability to complete forms using correct grammar, punctuation and spelling;
· Ability to write rapidly and legibly for long periods of time on multiple-part forms;
· Ability to make routine arithmetical calculations for fines and bails;
· Ability to use modern office equipment, which may include computer, computer programs, fax, copier, etc.;
· Ability to understand and to follow oral and written instructions;
· Ability to establish and maintain effective working relationships;
· Ability to accept guidance by technical standards and policies;
· Ability to read and interpret applicable statutes, regulations, and rules;
· Ability to exercise sound independent judgment within general policy guidelines;
· Ability to organize and manage multiple priorities;
· Perform work that is assigned, scheduled and prioritized by others; and
· Work cooperatively with other supervisors, managers, bench officers and other justice partners.

Educational and Work Experience Requirements

Any combination of education and experience that could likely provide the required knowledge, skills and abilities is qualifying.
	Education equivalent to high school graduation or GED and work experience of three (3) years of increasingly responsible full-time clerical work in a California trial court working as a Legal Process Clerk or equivalent; or four years of legal clerical experience in a public or private law office, clerk’s office or court-related business preparing or processing legal documents.
 
Supplemental Requirements

· Must be willing to work in Fairfield or Vallejo; and
· Must be willing/able to adjust normal work hours or to work overtime with or without advance notice. 


License Requirement

A valid California driver’s license may be required or the ability to provide alternate transportation if prohibited by a medically documented disability from obtaining a driver’s license.



Physical Requirements and Work Environment

The duties assigned to this classification requires standing, walking, use hands to finger, handle, pinch, pull objects or controls, reach with hands and arms, climb stairs, and balance. Customarily, assigned work may include frequent lifting of up to approximately 10 pounds. Occasional lifting of up to 25 pounds may be required. Employees in this classification generally sit for long periods of time either typing on a computer keyboard or writing on multi-part NCR forms. Some bending, stooping, and/or squatting may be required. While performing assigned duties, the employee is 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.

Recruitment Process

To be considered for this position, job applicants are required to complete an official court application and a supplemental application and are required to sign and date both documents. The supplemental application is attached to this job announcement. An application screening committee will review application packets. Applicants who are successful in the application packet-screening phase will move on to the interview phase. A panel of subject-matter-experts (SMEs) will conduct a structured oral interview. The panel will review and the degree to which each applicant demonstrates the required knowledge, skills, and abilities. 

Eligible job applicants will be notified by phone or letter of the date and location prior to scheduling for the examination. An unranked eligible list may be promulgated and may be referred to in filling future vacancies, up to six months after completion of this recruitment process. The court reserves the right to re-recruit rather than select individuals from the unranked eligible list. Reference and background checks are required.

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. Submissions by fax, e-mails or based on postmarks are not accepted. 

Supplemental Application
for
Courtroom Clerk 
 (Recruitment # 2015-17)


INFORMATION AND INSTRUCTIONS

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 training and experience that qualify you for this position. You are to provide explicit, but concise, statements in response to each section.  It is your responsibility to ensure that information you deem important to your candidacy is included in your responses.  Your response to each question is limited to the space provided on the page provided for each question.  In responding to each question, describe your own experience.  Do not list the functions of the unit in which your position was located.  Do not list the responsibilities of the person to whom you reported.  If you have assisted your supervisor or a lead staff person in carrying out functions or responsibilities, clarify how you assisted, and define the degree of authority you exercised.

Both the official court application and the supplemental application must be typed or legibly printed. 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: _______________
Superior Court of California, County of Solano
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1. 
Please provide a brief description of your related educational and work experience that is relevant to the position for which you are applying.  (Be specific in describing your duties and the length of time you carried out these functions.  Limit your response to this question to this page.)
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2. 
Please describe what you consider the most important task you perform in your current position. Why is it important? How might this experience benefit you as a courtroom clerk?  (Be specific in describing the task, its importance and how it may benefit you as a courtroom clerk. Limit your response to this question to this page.)
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