HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Assignment Clerk


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  Court Administrator


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of supervisor)

______________________________________________________________________________

Nature of Work in this Class


This is specialized clerical work which follows established procedures in scheduling cases set before the judge or chief magistrate.  The work requires independent judgment.  Work is supervised through internal controls and reviews by the chief magistrate.

Essential Functions

· Assigns hearing dates for all hearings before the judge and chief magistrate

· Performs computerized data entry for each case set on the judge’s or chief magistrate’s docket

· Reconciles the judge’s and chief magistrate’s personal calendar with docket book

· Prepares and maintains a continuing record of all case settings before the judge and chief magistrate

· Accepts entries to be signed by the judge and chief magistrate

· Tracks entries that are due and to be signed by judge and chief magistrate and notifies parties if entries are not timely submitted

· Processes daily mail for all departments; processes monies received in the mail

· Answers telephone inquires concerning court dates and scheduling procedures

· Accepts miscellaneous items for the judge

· Collects registration cards for board of elections

· Secures and maintains exhibits from hearings set before the judge and/or chief magistrate

Marginal Functions

· Transports paperwork to and from courtroom

· Prepares daily docket schedule for judge and chief magistrate

· May perform routine secretarial work for judge or chief magistrate

· Performs related work as required

Positions Supervised

· None
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Knowledge, Skills and Abilities

· Knowledge of scheduling procedures of the probate court

· Knowledge of legal terminology

· Considerable clerical aptitude and skill

· Ability to interpret regulations and policies

· Ability to work cooperatively with the judge, lawyers, employees, and the general public

· Ability to sit continuously at a computer terminal for periods of two hours

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

· Ability to reach into file drawers in standard four-drawer filing cabinets

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

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

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

· Freedom from mental disorders which would interfere with performance of duties as described

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 public and staff.
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Qualifications


Any combination of training and work experience which indicates possession of the skills, knowledge and abilities listed above.  An example of an acceptable qualification for this position is:  a high school graduate; some relevant college courses and one to two years experience in office operations or court clerical operations.

Licensure and Certification Requirements


None.
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