HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Secretary


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Exempt




Supervisor Class #:

Reports to:  Judge


Civil Service Status:  Unclassified


       Court Administrator



Employment Status:


       Magistrates




Lunch:  Established hour (1 hour 

Pay Range:


Unpaid at discretion of supervisor)

Probation:




Work Hours:  8:00 A.M. – 4:00 P.M.


______________________________________________________________________________

Nature of Work in this Class


A position in this class performs secretarial duties of any type for the judge, magistrates or court administrator.  Work involves providing secretarial services through general typing, clerical tasks, in addition to transcribing machine dictation and typing of technical or confidential material.  This position is under the general supervision of the court administrator.

Essential Functions

· Produces typed copy from written copy, machine dictation or brief oral instructions involving correspondence, decisions, entries, scheduling orders or materials of technical or confidential nature

· Answers inquiries from attorneys, clients, secretaries, employees and other interested parties concerning dates of hearings, motions, location of files, rules of courtroom procedure, etc.

· Answers incoming calls for the judge and magistrates

· Maintain files of court material

· Prepares and types docket for hearings before the judge and/or magistrates

Marginal Functions

· May assist in marriage license functions including certifications, mail, typing and copying

· May assist in closing out files by arranging in chronological order for permanent filing

Positions Supervised

· None

Knowledge, Skills and Abilities

· Knowledge of secretarial practices and procedures

· Knowledge of modern office practices and procedures

· Good knowledge of legal terminology, English grammar, spelling, and punctuation
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· Knowledge of the scheduling and case management practices and procedures of the court

· Ability to prepare work neatly and precisely, often under pressure

· Ability to collate material as required

· Ability to determine priority of work

· Ability to sit continuously at a computer for a period of one hour

· Ability to operate standard office equipment such as copier, typewriter, computer, and fax machine

· Hearing ability sufficient to converse with other individuals both in person and by telephone

· Visual ability sufficient to effectively operate office equipment such as copier, computer; to read and prepare correspondence, reports and instructions

· Speaking ability sufficient to communicate effectively with other individuals in person and by telephone

· Skill in typing approximately 50 words per minute

· Skill in transcribing machine dictation

Working Conditions

· Business office setting; moderate noise

Physical Demands


Work involves a significant amount of sitting, talking, listening and reaching with hands and arms.

Communications


Conveys and receives information in person and telephone with staff, attorneys, and the general public
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Qualifications


Graduation from high school or business school with emphasis on secretarial functions and three years of office experience involving secretarial skills, preferably in a court or law office.

Licensure and Certification Requirements


None.
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