
City of Morrow 

Job Description 
JOB TITLE:    Assistant Court Clerk 

STATUS/GRADE:     Non-Exempt / 8

DEPARTMENT:   Administrative Support

JOB SUMMARY:   This position is the first point of contact for City Hall and Court and provides administrative support through direct citizen/customer.   Work requires ability to remember names, departments, job duties, and City business and events.  They must react quickly in the prompt placing and receiving of calls.  Duties also involve furnishing general information as required to people entering the building.  Processes citations and cases, assists and answers questions; responds to research requests.  Enters, maintains, and updates data on a computer.  Assesses fees, receives payments, and performs cashier responsibilities for the office on a daily basis.  Work involves entering citations into database, and assisting in communicating scheduled court cases.


MAJOR/ESSENTIAL DUTIES:    
Administration/City Hall: 
· Receives and answers questions or refers customers to the appropriate person. 
· Researches questions asked by citizens and returns calls providing information as requested. 
· Prepares lower level public relations duties for the City when dealing with people who come into City Hall for many reasons.  Assists them with requests concerning all City departments and directs them to appropriate personnel.
· Receive payments and distribute receipts for rent, yard sale signs, community room and etc.. 
· Responds to inquiries, questions, and complaints from the general public over the telephone and in person. 
· Maintains and controls calendar for community room, board room, and park pavilion. 
· Provides customers fees relative to the use of the community room, yard clipping tags and yard sale signs.
· Processes cash, check or credit card payments for various bills, permits, fines, and purchases. 
· Operates and manages cash register, balances out cash drawer, along with reports and receipts. 
· Perform related work as required and other duties as assigned. 



Court: 
· Provides clerical support by answering and directing phone calls; distributes paperwork and information, processes and prepares Court forms; documents Court orders and files paperwork. 
· Prepares and processes records, forms, and other legal papers for Court; ensures all materials are complete and accurate. 
· Collects citations from officers; enters citations into the computer system. 
· Responds to front window, telephone and written inquiries. 
· Responds to inquiries, questions, and complaints from the general public and Court related personnel over the telephone and in person regarding Court procedures, policies, personnel, or specific cases. 
· Records and files various legal reports, records, and other documents pertinent to the Court. 
· Performs other related duties as assigned, necessary or required. 



KNOWLEDGE/SKILLS REQUIRED BY THE POSITION:
· Modern telephone practices, procedures and equipment. 
· The general functioning of all City Departments. 
· Receives fine payments, issues receipts and prepares daily revenue report for funds collected.
· Prepares notices, summons and other Court documents as required. 
· Maintains strict confidentiality of Court proceedings, records and documents. 
· Must provide quality customer services to the public.  Clerical skills, computer operation, typing and filing. 
· Communication skills, including telephone etiquette, verbal and written. 
· Dependable and reliable attendance, punctuality, and productivity. 
· Learn City and departmental policies and procedures. 
· Establish and maintain effective relationships with other City employees and the general public. 
· Organizational skills including the ability to prioritize incoming calls and route calls to appropriate persons. 
· Work in a busy and stressful environment while cultivating a positive image of the City and its citizens, customers, and employees.


SUPERVISORY CONTROLS:     This position is under the supervision of the Court Clerk.

GUIDELINES:    Guidelines include standard operating procedures for Court proceedings, cash handling, accounting practices, acceptable customer service etiquette, and the City of Morrow Personnel Rules and Regulations (including the Comprehensive Safety & Loss Prevention Control Program).  

COMPLEXITY:     Typically duties will be routine.  Employees in this position must be able however, to listen to details and understand situations to inform the public and other employees in the appropriate manner.  This position must be able to make determinations using judgment with reasonable speed and accuracy.


SCOPE AND EFFECT:  Requires the ability to compare and/or judge the readily observable, functional, financial, structural, or compositional characteristics of data, people, or things.


PERSONAL CONTACTS:  Typically contacts will be the Public, local business owners/Managers, City residents, and City Staff.


PURPOSE OF CONTACTS: This position must be able to deal with contacts for the purpose of giving and receiving information, and payment of services.


PHYSICAL DEMANDS:  This work is typically performed while sitting at a desk with intermittent standing, walking, bending, talking on the phone, carrying up to 40 lbs, reaching, and climbing stairs.  


WORK ENVIRONMENT:  While this work is typically performed indoors in an office environment.  Some exposure to hot, cold or inclement weather may be experienced when assignments or duties require travel or work outside of the office (field).


SUPERVISORY RESPONSIBILITIES:   None


MINIMUM QUALIFICATIONS: 
· High school diploma or equivalent
· Six (6) months of clerical work experience
· Demonstrate considerable experience with general office practices and procedures
· Must be proficient in computer operation and keyboarding
· Must be GCIC certified or able to become certified within ninety (90) days of hire 


PREFERRED QUALIFICATIONS: 
· Knowledge and experience with Courtware System. 
· Minimum one (1) year court experience

