
 
 
 
 
 

 

 
 
ADMINISTRATIVE CLERK I / II 
 
 
Level I Code: 4160 Grade: S6 
Level II Code: 4170 Grade: S7 
 
 
I. NATURE OF WORK:  
 
 

This is managerial level work overseeing the operations of all District Court facilities in 
an assigned district. Employees in this classification have full responsibility for the day to day 
operations of all assigned courts functions including personnel, facilities and case flow 
management.         

 
Employees in this classification report to the Chief Clerk of the District Court. 

Employees are responsible to the Chief Clerk, the Administrative Judge for the assigned District 
and to the Chief Judge, all of whom evaluate and direct the employee=s work. Administrative 
Clerks are given only general guidance by the Chief Clerk and are expected to work 
independently with considerable creativity and initiative to accomplish agreed upon goals.  

 
Administrative Clerks I manage districts with a lesser volume of cases and fewer 

subordinate employees. Districts are typically large geographically with multiple county courts. 
Work is accomplished through County Clerks. Significant amounts of travel may be required to 
reach remote court sites. 
 

Administrative Clerks II manage districts with multiple facilities, a high volume of 
cases and a large number of employees. Work is accomplished through multiple Division Chiefs 
and Supervisors who oversee large staffs of subordinate employees.  
 
 
II. MINIMUM QUALIFICATIONS: 
 

Education: Bachelor=s degree from an accredited college or university. 
 

Experience: Six years of professional management experience, four years of which 
must have been in a court environment and to include two years of 
supervisory experience. 

 
Note: An equivalent combination of education and experience with substantial 

leadership and management abilities in judicial administration and/or legal 
experience may be substituted for the required degree. 

 
 Court Supervisor/Manager Certificate or Institute for Court Management 

Certification may be substituted for two years of professional management 
experience in court administration. 

 



 
 
 
 
 

 

 
 
III. EXAMPLES OF WORK: (Examples are illustrative only) 
 

 
Manages the day to day operation and case flow of the courts by establishing or 

conveying policy and procedure, work rules, performance and productivity standards and by 
evaluating the efficiency and effectiveness of operations; 

 
Plans for and ensures the professional development of subordinate supervisors; 

 
Conducts effective meetings with staff and others in the judicial system community; 

 
Hires, assigns, trains, evaluates and disciplines subordinate employees; 
Analyzes and prepares written justification for requests for staff, furniture, equipment and 

any other operational needs; 
 

Participates in the development of the budget by providing District Court Headquarters 
justification for requested personnel, furniture, equipment and supplies; 
 

Coordinates the construction and renovation of facilities with Headquarters, the 
Administrative Judge, architects, engineers and staff; 

 
Serves on special committees, task forces and work teams to develop or revise court, 

district and system wide policy, procedures and programs; 
 
Coordinates the work of the assigned district with other elements of the law enforcement 

and criminal justice system; 
 
Resolves, or assists subordinates in resolving, the most unusual and complex systems, 

personnel and customer service problems as they occur; 
 
Prepares correspondence, studies, management reports and related reports on district and 

court activities and issues; 
 

May serve as hearing officer for the Judiciary=s grievance procedure; 
 
  Performs other duties, as required. 
 
 
IV. PHYSICAL DEMANDS:  
 

Work is essentially sedentary with occasional walking, standing, bending, and lifting.  
Frequent travel to distant court facilities is required. 
 
 
V. REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 
Knowledge of the District Court mission, structure, culture, policies and procedures; 



 
 
 
 
 

 

 
 

 

 
Knowledge of state and local case law which may be presented to the District Court; 

 
Knowledge of the principles and practices of public administration, management, and 

supervision; 
 

 
Knowledge of federal and state laws, regulations, rules and Judiciary policies that govern 

the management of public employees; 
 
Skill in facilitating/negotiating agreements between individuals and groups where 

competing or conflicting interests and viewpoints have become entrenched; 
 
Ability to manage multiple tasks, assign priority  and delegate in a high volume 

operation with significant consequence of error; 
 
Ability to apply, modify and continually update the use of technology to resolve work 

process problems; 
 
Ability to work with subordinate staff to identify and analyze system problems and to 

revise or re-engineer work processes and procedures; 
 
Ability to conduct research, and to communicate clear and concise analyses, reports and 

recommendations, being persuasive when necessary; 
 
Ability to maintain a harmonious and effective working relationship with supervisors, 

subordinates, public officials, and the public. 
 

 
VI. LICENSES, REGISTRATIONS, AND CERTIFICATES:    
 

N/A 
 
 
APPROVED: _______________________________________   ___________________ 

Executive Director 
Maryland Judiciary Human Resources Department      Date  
 

 
Class specifications are broad descriptions covering groups of positions. Individual position 
descriptions specifically address the work of each position. 
 

 
Adoption Date:  January, 2015  
 
Revised Date:    January, 2015  


