Pim a County Consolidated Justice Court

Job D escription

Job Title: [ Case Processing Clerk

Class Code: 5693

Class Title: Litigation Support Level 2 - Courts

FLSA: Non-Exempt

Court Status: Court Classified

Hiring Range: $12.0500 - $14.5370 hourly

M inimum Q ualifications:

High Schooldiploma or equivalent and two years of adm inistrative/clerical experience; OR any com bination of education

and/or experience as approved by Human Resources.

Licenses and Certificates:

N one required, but preference given to applicants with specialized certification or licensure relative to the area of assignm ent.

Summ ary:

Provides a variety of custom er service, adm inistrative and clerical support for the Pima County Consolidated Justice Court.
Includes considerable public contact in person and on the telephone, processing, filing and reporting of case file inform ation
from enforcement agencies in accordance with strict Court policies and procedures. Assists the public with filing Pima County

Consolidated Justice Court (PCCJC) documents and explaining PCCJC procedures.

E ssential D uties:

. Cham pion the values of the court through exam ple and accountabilities;

. Provides custom er service in person and over the telephone by determ ining the nature of business, assisting the customer
and/or referring the custom er to the appropriate division or individual;

. Process court docum ents to assure proper filing, distribution, and required actions by assigning codes, determ ining the type
of violation (civil vs. criminal), determ ining the type of document and corresponding processing procedures following
established procedures for processing;

. M aintain, m onitor and dissem inate inform ation relating to the disposition of com plaints to provide for the timely and
accurate processing of com plaints by using com puter system s, manual docum entation, and verbal and written

com munication following established court policies and procedures;

. Review court or case files for accuracy and com pleteness, determ ine next appropriate action, and forward files for proper
handling;
. Enter data inform ation into departm ent databases; update database inform ation; create new spreadsheets/files; and purge

old data as appropriate; resecarch inform ation in data bases to include case inform ation, case status and disposition, and/or
criminal background checks;
. M aintain and m onitor the court calendar and cases to provide an established schedule of cases used to inform all

participants and to assure tim ely hearing dates;

. Rececive filings and m otions from attorneys, process servers, and litigants;

. Prepare orders of protection, injunctions against harassm ent, and related orders for Judge’s ruling;

. Follow through on court order com pletion paperwork to insure appropriate court tim elines are followed;

. M aintain, m onitor and dissem inate all state mandated victim rights notifications and follow up inform ation;
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. Receive and date stam p court related and/or legal docum ents including citations, traffic tickets, letters, m otions, docket
reports or other case related paperwork; reviews, verifies, and/or records required inform ation; processes docum ents;
makes copies and distributes to appropriate parties; and maintains copies in department or case files;

. Receive and processes payments for fees, fines, and warrants; records payment; updates databases to reflect payment; issues
receipts; balances payment receipts; and prepares monies for deposit;

. D istribute legal docum ents such as court rulings, continuances, subpoenas, dispositions, and other legal records; types
letters, sum m aries and correspondence; prepares folders; maintains departm ent files; photocopies docum ents and
distributes and/ or files; and requests inform ation from other departm ents as necessary to com plete departm ent
records/ files;

. M ay specialize in an assigned court services function such as the custom er service window, inform ation window, sm all
claim s, warrants, long form s, dom estic violence, default, bonds, m otions, garnishm ents, dispositions, dism issals, etc. (this list

is illustrative and not all inclusive);

. O pens, sorts, separates, arranges, date stam ps, files and distributes m ail or m aterials;

. Scans court docum ents into the court’s case managem ent system ;

. Create case files, recall warrants, suspend or clear suspensions on driver’s licenses, record judgm ents, and assign counsel;
. Schedule hearing dates, process paym ents, proofs, certificates, and registration from inform ation received in the m ail.

Additional D uties:

. Pull files, schedule hearing dates, enter data into departm ent databases and create receipts for paym ents received by m ail;
. O perate a variety of office equipm ent such as photo copiers, desktop com puters, facsim ile machines and scanners;

. Com piles and prepares form s into packets for distribution to the public;

. Com plete duties, special assignm ents and projects as assigned.

Knowledge of:

. E ffective custom er service methods;

. G eneral office practices and procedures;

. PCC]JC procedures, preparing and m aintaining official court records;
. Business English, spelling, gram m ar and punctuation;

. Basic mathem atics.

. Interacting with the public and providing custom er service;

. Com municating effectively orally and in writing;

. Understanding and following oral and written instructions;

. The ability to m ulti-task. M ust be able to work on assignm ents w hile assisting custom ers in person;
. Entering and proofreading data utilizing word processing and data bases;

. O perating various office equipm ent.

Special N otice Item s:

All positions require satisfactory com pletion of a background investigation by law enforcem ent agencies, due to need for acce ss
to law enforcement, corrections, detention and courts facilities or associated confidential or sensitive inform ation, docum ents,

com m unications system s and like materials. Preference may be given to applicants who are Spanish speakers.

Physical/Sensory Item s:

Typically perform s duties in an o ffice environment performing frequent data entry. M ay have to sit, stand, or walk for long

periods of time. M ay lift material or equipm ent weighing twenty pounds or less.
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