HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Deputy Clerk I, II, III


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  Court Supervisor I or II


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 Deputy Clerk I Class


A Deputy Clerk I class is an entry level class in one of the following probate departments (Issue Desk, Docketing, File Room, Mental Health, and Marriage License).  A position in this class generally has minimal experience with probate court procedures, computer skills and legal terminology.  This class involves high volume data entry into a computer terminal and general clerical duties.  This work requires independent judgment in verifying the accuracy of the information being processed and the ability to use multiple computer applications.

Nature of Work in Deputy Clerk II Class:

The Deputy Clerk II class is found in one of the following probate departments (Issue Desk, File Room, Mental Health or Marriage License).  A position in this class generally meets one or more of the following criteria:

A. 
Has considerable knowledge of the legal system especially probate procedures 

B. 
Has considerable experience with data entry and other multiple computer applications 

C.
Has considerable experience in the essential functions of more than one of the above mentioned departments

Nature of Work in Deputy Clerk III Class:


A Deputy Clerk III class is found in one of the following probate departments (Issue Desk, File Room, Mental Health or Marriage License).  A position in this class generally meets one or more of the following criteria:

A.
Has extensive knowledge of the legal system with emphasis on probate procedures

B.
Has extensive experience of data entry and other multiple computer applications

C. Has extensive experience in the essential functions of more than two of the above mentioned departments

D. Functions as a lead worker in the area of assignment
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Essential functions:


All Departments:
· Answers general questions regarding Probate Court

· Is cross-trained in the departments named above

· Attends deputy clerk seminars for continuing education

· Transfers data from original documents to the computer, checking for accuracy


Issue Desk:
· Hands out forms for all probate matters

· Processes inheritance tax forms


· Issues letters of authority on estates, guardianships and trusts

· Prepares daily entries and other filings and delivers them to the microfilm department

· Prepares summons for civil cases and mails to all parties

· Prepares index, files papers, sets hearings, types entries for birth corrections and registrations

· Prepares orders for private sales

· Types letters for magistrates regarding adoptions

· Prepares files for Court of Appeals cases

· Prepares authenticated/exemplified copies

· Sets the requirements in the computer which provide for the case management of all probate matters

· Prints, pads and drills forms for disbursement

· Prepares and sends out subpoenas and body attachments

· Receives and files wills for deposit


Mental Health:
· Processes affidavits of Mental Illness or Retardation

· Prepares docket sheets

· Prepares all case entries

· Prepares subpoenas and delivers to sheriff

· Prepares notices of hearings and mails to all parties
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· Closes out dismissed cases

· Communicates with lawyers, doctors and social workers

· Ensures that all information is kept confidential

· Communicates effectively and compassionately with parents and other parties during affidavit process


Marriage License:
· Processes required information to issue a marriage license application

· Prepares certified copies of marriage licenses

· Prepares paperwork for microfilm

· Processes verifications of wedding officiant who solemnizes marriage

· Answers numerous telephone inquiries from public


File/Records Department:
· Maintains all records of estate, adoption, mental health, trusts, guardianships, civil cases and name changes

· Photocopies and certifies requested documents

· Processes daily mail requests for records

· Purges closed files from active file shelves

· Prepares closed files for microfilm which involves the following:

· organizing documents according to docket sheet

· replacing any missing documents

· numbering each page by hand

· verifying that cases are closed

· Retrieves files for the public and court employees - refile when returned

· Retrieves microfiche, make photocopies and refile when task is complete

· Organizes journal entries in numerical order for filing purposes

· Files journal entries and daily work

· Organizes bonds and files in vault

· Receives daily cash transactions for copies requested

· Assists persons conducting genealogy search by locating records in court records and other resources
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Marginal Functions

· Performs related work as required

Positions supervised

· None as a Deputy Clerk I or III; however, a Deputy Clerk III may act as a leadworker over lower level Deputy Clerks.

Knowledge and Skills

· Knowledge of modern office practices and procedures

· Knowledge of state and local rules for the probate division

· Ability to prepare work neatly and precisely

· Ability to maintain harmonious working relationships with the bar, public and employees

· Ability to operate standard office equipment, i.e., copiers, fax, etc.

· Knowledge of basic computer applications, i.e. word perfect and windows

· Ability to type 40-60 words per minute

· Free from any disorder which would interfere with duties described

· Ability to memorize rules and codes

· Ability to converse with individuals in person or on the telephone

· Ability to work with minimal supervision after a training period

· 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
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Physical Demands

· Ability to access shelving 72 inches high

· Ability to lift 25 pounds

· Ability to sit, stand, stoop, crouch and reach for significant amount of time

· Ability to work at a computer terminal for long periods

Communications

· Conveys and receives information by telephone and facsimile


Qualifications


Any combination of training and work experience which indicates possession of the skills, knowledge and abilities listed.  Previous experience with the court system and legal terminology and strong customer relations skills are preferred.




An example of acceptable qualifications for these positions are: A high school or business school graduate or the equivalent, and one year of clerical and data entry experience.

Licensure and Certification Requirements

None
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