Maryland Judiciary
Job Description

Official Title Judiciary Clerk
Job Code 2433
Business Title Judiciary Clerk
FLSA Status Non-Exempt
Pay Grade JO3

POSITION SUMMARY

This is clerical work performing case processing work in either judicial or non-judicial
court operations, which may be in one or more of the following areas: civil, criminal,
traffic, juvenile, land records, or Trust. Work is performed under moderate supervision.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major duties and
responsibilities performed by incumbents of this job. Employees may be requested to perform
job-related tasks other than those specifically presented in this description.

e Greets and assists the general public and court related personnel, responding to
inquiries regarding the proper completion of various court related forms and
information regarding court policies and procedures

¢ Provides information about the status of cases or office procedures

e Prepares case files and ensures that all necessary documents are complete and
accurate in accordance with established court procedures

e Processes and maintains case files by reviewing pleadings, typing docket
information and establishing case file folders

e Enters new cases and updates existing case information into the court’s data
systems

e Reviews and processes legal documents such as bench warrants, bond forfeitures,
subpoenas, summonses, appeals, continuances, commitment papers and court
dockets

e Types court notices, transmittals and orders in accordance with established court
procedures

e Receives, enters, and accounts for all monies received by the court for fines, court
costs and other fees, utilizing a computerized cash register

e Performs a variety of clerical work involving foreclosures, breach of contracts,
garnishments and other cases filed.

e Processes new cases and sends them out for service of legal process via the
Sheriff's Office, private process or certified mail
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Receives, opens, sorts, and distributes mail to the appropriate section of the court

Sorts and files various documents and materials according to an established file
classification system

Performs other duties as required

MINIMUM QUALIFICATIONS

Education and Experience

A high school diploma (or GED equivalent)

At least one year of work experience, preferably in court operations, or in the fields
of criminal justice, parole, and probation, legal or financial services.

Preferred: Knowledge of court proceedings, rules, regulations, court and legal
terminology is acquired

Note:
e A Bachelor's Degree may substitute for the year of work experience.

e A Paralegal/Associates Degree or 60 college credits may substitute the required
year of work experience.

e A Paralegal Certificate may substitute for the required one year of work
experience.

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

Office practices, procedures and equipment
Standard legal forms and documents used in the Judiciary

Ability to:

Ability to operate a personal computer

Ability to maintain and use detailed filing systems

Ability to operate a cash register

Ability to communicate effectively with the public, court personnel, and staff
Ability to provide information in a polite and efficient manner

Ability to exercise tact in pressure situations

Ability understand and follow complex directions

Ability to exercise judgment in applying appropriate policy, procedure, rule, or
regulation to a situation

SUPERVISORY RESPONSIBILITIES
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This position does not have formal supervisory responsibilities over other employees.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommaodations
may be made to enable individuals with disabilities to perform the essential functions.

The position involves light physical demands, such as exerting up to 20 Ibs. of force
occasionally, and/or up to 10 Ibs. of force frequently, and/or a negligible amount of force
constantly to move objects.

WORKING CONDITIONS

The work environment and exposures described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

This position works in an office or similar indoor environment. Employees sometimes
encounter individuals with known criminal or mental health backgrounds.
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Maryland Judiciary is an Equal Opportunity Employer.
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