
JOB DESCRIPTIONPRIVATE 

Date Prepared:  May 2009

Updated July 2015


Updated June 2018

Position Title:  Court Clerk I





Department:  Irrigon Justice Court

Supervisor:  Justice of the Peace

Position Overview:  Under the limited supervision of the Justice of the Peace, the Court Clerk I is responsible for the day to day activities in the Irrigon Justice Court. This includes receiving fine payments. In addition, the Court Clerk I is responsible for the clerical, secretarial, and receptionist duties for the Irrigon Justice Court.

Resources Influenced:

Annual Operating Budget:

Total Employees in your chain-of-command:  

Reporting Positions:
Working Environment:  The work is accomplished at the County Office in Irrigon.

May come in contact with Spanish speaking members of the public.  Spanish speaking skills preferred.

Qualifications:
1. Education and Experience: High School graduate or equivalent and at least 1 year of experience in an office environment.
2. Equipment Used - Personal computer, typewriter, calculator, telephone, shredder and other office equipment.
3. The communication skills necessary to handle requests and questions in a competent and professional manner.
4. The ability to learn the techniques and procedures necessary to use the department software including: Word Perfect, PC Tools, etc.
5. A thorough knowledge of secretarial techniques and procedures and the ability to implement them.
6. Ability to effectively use oral and written communication in the performance of duties and responsibilities.
7. Ability to learn and implement county procedures, regulations and requirements with respect to safety, operations and organization.
8. Ability to become certified to access the LEDS (Law Enforcement Data Systems) database.

Essential Job Functions

Physical:
1.  Able to lift up to 25 pounds frequently.

2.  Sit for an extended period of time.

3.  Ability to use personal computer to make data entries.

4.  Ability to use multi-line telephone system.

5.  Regular and predictable attendance.


Mental:
1.  Able to observe and comprehend Court proceedings

2.  Ability to read, write, and comprehend English.

3.  Basic math skills.

Job Duty Outline:
I.
Maintain docket book/court calendar coordinating the operation of the Court, including traffic and game citations and misdemeanor filings.
II.
Manage the Court's receipt and disbursement of funds.

III.
Perform clerical, secretarial and receptionist duties for the Irrigon Justice Court.

IV.
Department Organization


A.
Communicate with other department employees, other departments and agencies, and the general public to effectively and efficiently coordinate work programs.


B. Obtain LEDS (Law Enforcement Data Systems) certification within 30 days of hire.


C. Manage records according to all applicable State rules, regulations and laws.

       D.  Any employee may be required by their manager to perform any of the duties described in their position description, and other duties which may be necessary or desirable and for which they are qualified.
JP-Court Clerk I                   Page 3 | 3

