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COUNTY CLERK

Code: 4146
Grade: J15

I. NATURE OF WORK:

This is supervisory and administrative work providing oversight to the entire operation of
a county court location of the District Court of Maryland. Employees in this class supervises
and coordinates the work of the traffic, criminal, civil, accounting and security staff of the court,
court interpreters as well as the building services for the county where they are assigned. These
positions exist in Districts with more than one county.

Employees in this classification receive managerial direction from the Administrative
Clerk for the assigned District Court.

1. MINIMUM QUALIFICATIONS:

Education:  Possession of an Associate Degree from an accredited college or
university.

Experience:  Five years of administrative experience in a trial or appellate court. Two
years of the court experience must have been in a supervisory or lead
capacity.

Notes: Applicants may substitute additional court experience on a year for year
basis for the required education.

I1. EXAMPLES OF WORK: (Examples are illustrative only)

Plans, assigns, directs, coordinates and evaluates the work of subordinate supervisors,
bailiffs and clerical staff;

Supervises all aspects of the District Court’s operation including facility maintenance,
operations and procurement of repairs;

Recommends modifications to procedures and systems to improve processing time,
accuracy and efficiency;

Hires, trains, schedules, counsels, disciplines and evaluates subordinate staff;

Coordinates the work of assigned court location with the Administrative Clerk for the
District;



Makes staff adjustments to ensure all areas are proportionately staffed in relation to
caseloads;

Establishes and maintains case filing systems; retrieves information and prepares reports
for management as required;

May generate various financial and caseload statistics reports as needed,;
Serves as liaison between the court and other agencies;

Performs other duties as required.

IV. PHYSICAL DEMANDS:

Work is essentially sedentary with occasional walking, standing, bending, carrying items
under 25 pounds such as books, files and papers.

V. REQUIRED KNOWLEDGE, SKILL AND ABILITIES:

Knowledge of Maryland District Court policies, procedures, laws, and forms, involving
traffic, civil, criminal and accounting operations of the court;

Knowledge of Maryland’s Judicial System;

Knowledge of Judiciary Human Resources policies and procedures;

Ability to plan and supervise the operation of a county District Court;

Ability to apply and interpret all applicable laws, rules, policies and procedures;

Ability to implement operational and staffing changes to accommodate caseloads and
demands;

Ability to perform administrative duties related to court management;

Ability to exercise tact and diplomacy in dealing with the public, law enforcement
personnel, and attorneys;

Ability to communicate effectively with peers, subordinates, superiors and the public.
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VI. LICENSES, REGISTRATIONS, AND CERTIFICATES:

None Required.

APPROVED:
Executive Director Date
Maryland Judiciary Human Resources Department

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

Adoption Date: July, 2009

Revised Date: July, 2009
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