HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Probate Auditor I


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  Chief Probate Auditor


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 technical clerical work involving the review and interpretation of financial and court records in the regulation of probate estates.


Work involves responsibility for performing a variety of audit functions in connection with periodic and final settlement audits of decedent estates, trusts and guardianship accounts requiring an understanding of legal terminology contained in wills, petitions, pleadings and other court documents and application of this understanding to financial transactions.  Detailed financial review of authorized transactions to verify or establish income, expenditures, reimbursements and net assets is also required.

Essential Functions


Reviews inventories of assets of decedents and guardianship accounts in probate and verifies or determines total net value; determines or verifies executor/administrator requirements in accordance with will or statutory requirements.


Audits payments made from estates to determine the correctness of each transaction, its court or will authority and documentation of the executor/administrator.


Audits income to the estate such as dividends and interest to determine the adequacy and frequency of reporting periods, and the accuracy and completeness of supporting bills, receipts, checks and related documents.


Compares disbursements with receipts, tax payments, court costs, appraiser fees and payments of court authorized claims; reviews decree of distribution to determine all heirs benefit according to the will or laws.


Reviews correspondence, pleadings, petitions, orders and will requirements and determines the status of any law suits affecting the probate estate.


Reviews tax questionnaires and Federal estate tax reports; assists in the review of custodial accounts; ensures that deposits are accurate and debits are authorized.
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Consults with attorneys, trust officers, personal representatives of estates, accountants, auditors and others regarding court or statute requirements.

Marginal Functions

· Maintain positive public relations

· Instruct users of the court in preparing accounts

· Provide information and materials on custodial accounts

· Oversee case management on open estates; set cases for status

· Obtain accurate fiduciary addresses on delinquent notices and citations

· Perform related work as required

Positions Supervised

· None

Knowledge, Skills and Abilities

· Knowledge of modern office practices and procedures

· Knowledge of probate practices and procedures

· Knowledge of investments, real estate and securities

· Familiarity with legal terminology

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

· Ability to operate standard office equipment such as copier, computer, and calculator

· Ability to make mathematical computations and tabulations with speed and accuracy

· Ability to maintain a variety of complex records and prepare reports from such records

· Ability to interpret and make decisions in accordance with laws, regulations and procedures

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

· Visual ability sufficient to effectively operate office equipment such as calculator, computer and copier; to read and process accounts

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

Qualifications


Graduation from high school supplemented by paralegal or accounting training and one year of legal office experience involving accounting skills.

Licensure and Certification Requirements


None.
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