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CLEARFIELD, CITY OF (UT) 
invites applications for the position of:

Court Clerk II (Grade D)

SALARY: $15.85 Hourly 

OPENING DATE: 05/21/20

CLOSING DATE: 05/28/20 10:59 PM

GENERAL PURPOSE:

THIS POSITION MAY BE UNDERFILLED AS A COURT CLERK I  which starts at $14.38/hr.

Performs a variety of complex level clerical duties designed to expedite the functions, actions,
judgments, processes and procedures associated with the office of the City Justice Court
 
SUPERVISION RECEIVED
 
Works under close supervision of the Court Administrator and the administrative functional supervision
of the Justice Court Judge.
 
SUPERVISION EXERCISED
 
May provide general supervision over Court Clerk(s) I while in training or on a project-by-project basis.

 

EXAMPLES OF DUTIES:

Performs clerical tasks; creates files on incoming citations and summons; maintains cross reference
recovery system; opens mail, sorts and processes; determines fines based on fine schedule or bail if
plea is not guilty; determines eligibility for non-appearance plea in abeyance agreements and
processes if eligible; keeps track of payments made through the mail.
 
Receives telephone calls and refers to appropriate person; answers questions about trial or hearing
schedules, and assists public in resolving questions regarding various civil processes and papers;
provides information about court procedures and schedules; sets appointments.
 
Issues arrest and bench warrants; type warrant information, orders to show cause, delinquent letters
and refers to Judge for signature; enters case information into computer.
 
Maintains tickler files to monitor when payments are due, i.e. end of probation, etc.
 
Maintains fiscal records of the court as needed and required by law; posts payment decisions and other
information in computerized ledger; maintains account of returned checks.
 
Monitors payment records of defendants to assure conformity to judgments and payment schedules;
utilizes legal processes such as late letters, late notices, summons, bench warrants, warrants of arrest,
orders to show cause and information.
 
Maintains calendar of events such as trials, arraignments, sentencing, hearings and motions; notifies
involved parties in a timely manner; informs judge of docket status and schedule; prepares notices of
trial and pretrial; obtains potential juror list and processes according to court procedures.
 
Prepares for trials and pre-trials; requests various case records; maintains record of court proceedings;
receives and dockets notices of appeal; types judgments, abstracts of judgment, supplemental
motions, orders to show cause, garnishments, and executions.
 
Performs new case docketing; reviews legal guidelines via state data base.
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Receives and processes requests for small claims proceedings; prepares affidavits and orders; explains
procedures, sets hearings, collects fees and initiates docketing.
 
Compiles reports showing all court activity for the FBI, State Bureau of Criminal Identification, State
Court Administrator, State Driver License Division and Clearfield City to facilitate case load analysis.
 
Maintains liaison and communications with agencies associated with the criminal justice system such
as police department warrants divisions, bail bondsmen, prosecuting attorneys, private councilors and
public defenders, adult probation, city courts, and city offices.
 
Types various reports, memoranda, forms, abstracts and documents for the court.
 
Performs related duties as required.
 

MINIMUM QUALIFICATIONS:

1. Education and Experience:
 
A.   Graduation from high school or equivalent;
                                                                          AND
B.   Two (2) years of experience related to above or similar duties;
                                                                           OR
C.   An equivalent combination of education and experience.
 
Special Qualifications:
 
Certified typing speed of 50 words per minute
Computer knowledge and proficiency in word processing.
Must be bondable.
Must be eligible to serve as a notary.
Must be eligible to receive security clearance for access to state computer (BCI, DLD, NCIC, VRG,
INLETS).
Must successfully complete 10 hours annual court training provided through the office of the State
Courts.

 

ADDITIONAL QUALIFICATIONS/INFORMATION:

Essential Functions, Knowledge, Skills, and Abilities:
 
Working knowledge of telephone operations and receptionist functions; legal and court terminology;
basic accounting and bookkeeping; office methods and equipment, complex filing systems and
computerized applications for records filing.
 
Ability to follow complex instructions; work under stressful working conditions created by strict time
frames; learn legal and court document formats; learn criminal and civil law as it applies to court
processes; manage angry individuals and unpleasant situations; communicate effectively, verbally and
in writing; develop effective working relationships with co-workers, appointed officials, professionals
and the public.
 
Work Environment:
 
Incumbent of the position performs in a typical office setting with appropriate climate controls. Tasks
require variety of physical activities, occasionally involving muscular strain, such as walking, standing,
stooping, sitting, reaching, talking, hearing and seeing. Common eye, hand, finger dexterity
exist. Mental application utilizes memory for details, verbal instructions, emotional stability and
discriminating thinking.
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APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.jobs.clearfieldcity.org

55 S State Street
Clearfield, UT 84015
801-525-2742

ricki.miller@clearfieldcity.org

Position #052020-152
COURT CLERK II (GRADE D)

RM

Court Clerk II (Grade D) Supplemental Questionnaire

 

* 1. Do you meet the minimum type speed requirement? (Please submit a five minute internet type test
with your application.)

 Yes     No

 

* 2. Please describe what experience, if any, you have working in a legal office/court setting.

* Required Question

http://www.jobs.clearfieldcity.org/
mailto:ricki.miller@clearfieldcity.org

