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This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 

responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties 

and responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes. 

Reasonable accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 

PART-TIME JUDICIAL ASSISTANT 

 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs intermediate skilled clerical and administrative work for the Circuit Court Judge; does related work as 

required. Work is performed under general supervision. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Maintaining and coordinating Court docket calendar; transcribing rulings, legal documents, correspondence, 

memoranda and reports; maintaining legal records and files; providing office assistance; preparing Court 

docket. 

 Performs a variety of office assistance and administrative tasks for the Circuit Court Judge; 

 Transcribes rulings, court orders, decrees, memoranda, letters, etc.; 

 Answers incoming calls, provides information, sets up conference calls; 

 Receives, processes and distributes mail; 

 Schedules appointments and hearings; 

 Prepares Motions Day docket, attends court, records hearing and trial schedules; 

 Prepares travel vouchers, submits for payment; 

 Prepares and submits attorney voucher forms; 

 Codes invoices and statements, submits for payment; 

 Prepares monthly calendar for clerks, bailiffs, jail and magistrates; 

 Assists with budget preparation; 

 Purchases office supplies; 

 Maintains contract files, policies and law books; 

 Maintains law library; 

 Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

General knowledge of legal office practices, procedures, equipment and secretarial techniques; general knowledge of 

departmental functions, organization and policies; thorough knowledge of legal terminology and spelling; ability to 

organize and perform work independently; thorough knowledge of word processing including keyboarding skills; ability 

to lay out and type complex forms and tables; ability to make arithmetic calculations; ability to operate standard office, 

personal computer and related equipment; ability to type, take and transcribe dictation at a reasonable rate of speed; 

ability to establish and maintain effective working relationships with associates and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from high school and experience in a legal office 

including course work in secretarial science. 

 

PHYSICAL REQUIREMENTS: 

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force 

frequently or constantly to move objects; work requires reaching, walking, fingering, grasping, and repetitive motions; 

vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to 

perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or 

computer data, operation of machines, determining the accuracy and thoroughness of work, and observing general 

surroundings and activities; the worker is not subject to adverse environmental conditions. 


