HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Chief Probate Magistrate


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  


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 the Judge)

______________________________________________________________________________

Nature of Work in this Class


This is highly responsible legal, administrative and supervisory work in the operation of the Magistrate Division of the Probate Court.


Work involves functioning as the chief magistrate of the Probate Division as well as acting as hearing officer in hearing and ruling on certain types of cases which come before the court.  Work is supervised by the judge of the Probate Division, however, work assignments are carried out with a substantial degree of independence.  Supervision is exercised over a staff of magistrates engaged in hearing various types of cases in the Probate Division.

Essential Functions

· Supervises the hearing activities of the Probate Division including activities associated with appointment of fiduciaries and guardians, termination of guardianships, adoptions, administration of decedents estates and trusts; pre trial conferences, involuntary civil commitments, final accountings, and case status conferences.

· Advises and conducts hearings to process probate cases; reads or listens to allegations and determines if action to be taken is supported by facts or law; hears and evaluates evidence of witnesses and technical experts; signs and enters orders on certain cases; when necessary, prepares and presents report based on evidence and findings with necessary recommendations to the probate judge for final decision.

· Renders written decisions in the more complex matters as delegated by the probate judge including applications 1) to appoint examining physician for evaluation, 2) to lien real property, 3) to produce will, 4) extraordinary attorney fees, 5) extraordinary fiduciary fees; motion and memorandum to terminate trust, default judgment, dismissal, transfer guardianship complaint for concealment of assets; citation to elect; completing application for appointment of guardian; disenterment of remains; determination of apportionment of estate taxes; exceptions to estate tax returns;  fiduciary claims

· Attends conferences with judge and attorneys in disposing of legal matters and other problems that arise in the processing and settlements of estates; gives opinions and recommendations thereon.

· Implements changes in state law and procedures; interprets legal questions and policy issues for magistrates.
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· Hears the citation docket (show cause) for contempt of court.

Marginal Functions

· Schedules hearings as necessary

· Conducts speaking and teaching engagements on behalf of the Probate Court

Positions Supervised

· All Probate Magistrates   

Knowledge, Skills and Abilities
· Extensive knowledge of probate law

· Extensive knowledge of general law, state laws, established precedent and sources of legal reference

· Extensive knowledge of court procedures and rules of evidence

· Ability to apply legal principles and specialized knowledge to individual cases and problems

· Ability to prepare for hearings and to hear difficult cases

· Ability to present material clearly and logically in oral and written form

· Ability to train and supervise subordinates

· Ability to establish and maintain effective working relationships with others

· 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

· Quiet environment

HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Chief Probate Magistrate


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  


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 the Judge)

______________________________________________________________________________

Physical Demands


Work involves a significant amount of standing, walking, sitting, talking, and listening. Light typing is required.

Communications


Conveys and receives information from the Judge, Court staff, attorneys, litigants, and the general public, both in person and by telephone.

Qualifications


Graduation from an accredited law school and extensive experience in the practice of law.

Licensure and Certification Requirements

Must be licensed to practice law in the State of Ohio.
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