HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Supervisor I, II


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


A Deputy Clerk Supervisor I is a position as a supervisor in one of the following probate departments:  Mental Health, Marriage License.

Nature of Work in this Class


A Deputy Clerk Supervisor II is a position as a supervisor in one of the following probate departments:  File Room, Issue Desk.

Essential Functions


All Departments

· Manages all functions and activities of a subordinate staff; assigns, directs, supervises and reviews the work of subordinates, both personally and through intermediate supervisors and lead personnel; develops work schedules and priorities

· Performs personal administrative tasks; recommends promotion and selection of employees; administers discipline; counsels and evaluates performance of employees; schedules vacations and leave; trains or supervises in the training of new employees; substitutes for subordinates in their absence

· Develops internal operating procedures, forms and systems; advises employees when unusual work situations arise or when new procedures are instituted

· Participates in developing and monitoring the organization budget; directs and participates in the development of written and statistical reports

· Assigns and monitors lunch schedules; maintains daily attendance log

· Conducts fiscal and clerical audits to ensure work quality; processes and approves/disapproves leave requests; conveys State and local rules to employees; transmits data to various State agencies

· Attends weekly supervisor meetings
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Issue Desk
· Manages collection and tabulation of caseload statistics in estate administrations

· Communicates with the Judge, Court Administrator and Assistant Court Administrator regarding errors in reporting practices


Mental Health
· Manages collection and tabulation of caseload statistics in mental health cases

· Prepares monthly reports of departmental cost in a timely and accurate manner

· Communicates with various State Agencies regarding mental health cases

· Communicates with physicians and attorneys regarding various topics

· Communicates with sheriff’s office regarding security at hearing

· Oversee preparation and maintenance of clerk’s obligations regarding the mental health hearing docket


Marriage License
· Calculate monthly and quarterly totals and verify with cashier’s books -  hold for quarterly report

· Organize abstracts and mail to Department of Vital Statistics in Columbus, Ohio

· Contact applicants to resolve outdated and unused marriage license

· Prepare completed licenses for archiving (microfilming or imaging)


File Room/Records
· Docket adoption filings

· Complete Adoption Certificates and forward to final destination

· Type and file entries; mail documents on Petition for Identifying Information requests

· Complete monthly adoption records and forward the same to Columbus, Ohio

· Expunge mental records quarterly

· Process and mail estate elections by certified mail
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· Pull closed cases from shelving units

· Certify and transfer guardianships to other counties

· Responsible for all items taken to microfilm for processing

· Accountable for all additions and retakes of microfiche

Marginal Functions


All Departments
· Performs related work as required


Mental Health
· Arranges for interpreter for hearing or speech impaired parties

· Communicates with court reporter regarding transcript of hearings

· Oversee proper clerk functioning regarding file set up, maintenance and docketing, form preparation and sequential file securement in locked bin

Positions Supervised

· Deputy Clerks in the court unit of assignment.

Knowledge, Skills and Abilities


All Departments
· Considerable knowledge of probate court procedures, legal documents, laws and legal factors pertaining to the court

· Knowledge of supervision management and administrative principles, office practices and procedures

· Knowledge of court organization division structure and operations
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· Ability to define problems, collect data, correlate materials, establish facts and draw conclusions

· Ability to communicate well with the public and handle sensitive telephone inquiries

· Ability to communicate and cooperate with other county agencies and staff

· Ability to exercise confidentiality concerning personnel matters and other relevant situations

· Ability to operate standard office equipment such as copier, computer, calculator, VCR/TV monitor, and fax machine

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

· Visual ability sufficient to effectively operate office equipment such as copier and computer

· Ability to read and prepare reports, correspondence, and instructions

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

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

· Ability to trace transactions through various steps and processes to locate discrepancies

· Ability to apply operating procedures and guidelines to facilitate completion of assigned work activities

· Ability to interpret operation procedures and guidelines to resolve unusual work problems and situations

· Ability to make mathematical computations rapidly and accurately

· Ability to prioritize work according to general deadline dates

· 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


Work involves transferring files to courtroom that can weigh up to 25 pounds.  Transports cases of photocopying paper.  Work time is spent standing, walking or sitting.

Communications

Conveys and receives information by telephone, fax, in person and mail with staff, attorneys, doctors, nurses, case managers, and the public.

Qualifications


Graduation from high school and considerable experience in court clerical operations supplemented by courses or equivalent experience in supervision.  A college degree in Public Administration, Business Administration or a related field is preferred.


Licensure and Certification Requirements

None

Page 5 of 5

