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ISLAND COUNTY

SUMMARY JOB DESCRIPTION

POSITION:


CHIEF DEPUTY CLERK-CLERKS OFFICE

POSITION NUMBER:
501.00              

CURRENT EMPLOYEE:          

ANNUAL HOURS WORKED:  2080   

1.0   
MAJOR FUNCTION AND PURPOSE
1.1
Assists with and is responsible for implementation of the work, mission and goals of the Department. Represents Island County maintaining a professional approach and demeanor in all activities. Ensures compliance with department/county policies and procedures, court rules, RCW’s, collective bargaining agreements and legal requirements.  Assists with the management of programs and staff in a manner that ensures expenditures remain within budget guidelines.  Develops relationships with staff, other departments and individuals outside county government that encourage participation, teamwork, effective relationships and use of resources.
2.0   
SUPERVISION RECEIVED
2.1
Employee in this position is given significant discretion, within the scope of policy and regulations, in the routine performance of his/her duties; supervision and guidance is received from the County Clerk.

3.0       SUPERVISION EXERCISED
3.1
Employee in this position is responsible for providing the supervisory duties for the court clerical personnel as well as the financial function of the court.  The Chief Deputy also serve as the Acting Clerk in the absence of the County Clerk.  

3.2 Promote staff and team development and high performance through regular and effective feedback and evaluation.  Facilitate resolution of problems, grievances and complaints.
4.0  
SPECIFIC DUTIES AND RESPONSIBILITIES
4.1
Responsible for the supervision of the court clerical staff; coordinate implementation of directives, schedule work, respond to public inquiries, train staff, perform other related tasks.  

4.2
Responsible for performing the various tasks related to jury selections and trails, maintain appropriate records, perform court clerk duties, docket orders and decrees, issue various writs, and record orders and judgment; docket, file and index court papers. 

4.3
Responsible for preparing a variety of reports; records disbursements as well as perform daily accounting:  prepare various orders; transmit documents, coordinate with other courts.  Perform record checks, determine interest rates, and verify vouchers.  Handle all matters related to appeals to higher courts, prepare Clerk’s papers. 

4.4
Responsible for making appropriate notifications of court actions and calculate caseloads.  Ability to read and interpret legal documents such as court rules, writer operating and maintenance instructions and procedure manuals.  Ability to write complex reports and correspondence.  Ability to speak effectively with internal and external customers, either individually or in groups.
4.5
Prepare and submit reimbursement vouchers to the state and record restitutions.

4.6
Order office supplies.

4.7  
Perform other tasks as directed.

5.0   
DESIRABLE QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES
5.1
Familiar with tools, instruments, equipment and techniques commonly used in the performance of related tasks.

5.2 Maintain a high standard for accuracy, completeness and efficiency in the preparation of  reports.

5.3      Assure that absolute confidentiality is maintained as required and sensitive information is    

handled appropriately.

5.4
Ability to quickly grasp new techniques, deal with rapid changes in events, remain calm in stressful situations, relate to various personality styles in a professional manner. 

5.5
Use tact, discretion, respect, persuasion, diplomacy and courtesy to gain the cooperation of others and establish and maintain effective teams and working relationships and rapport with public officials, department heads, co-workers, employees, representatives of other agencies or entities and diverse members of the public.
5.6
Independent and self motivated to complete required deadlines while simultaneously completing other tasks.

5.7
Demonstrate substantial knowledge and abilities in these areas:

· Familiar with court operations/processes and legal terminology. 
· Accounting/financial management and financial controls

· Office administrative practices including personal computer operation, word processing and data entry, file preparation and management, and safekeeping of confidential information.  Proficiency with statewide databases specific to the operations of the County Clerk is expected within 6 months of hire.
· Ability to successfully complete various required training classes and (if deemed necessary) obtain certificates necessary for functional skills performance, maintenance and improvement.

6.0   
EDUCATION, EXPERIENCE AND CERTIFICATES
6.1 
Requires a Bachelor’s degree in accounting, finance, business, public administration (MPA highly desirable), criminal justice, legal studies or a closely related field AND 5 years of progressively responsible related experience including at least 2 years of supervisory experience.  Candidates with other combinations of work experience, supervisory experience, academic training, and demonstrated proficiency at comparable work will be considered. 
6.2 Must have a working understanding of all functional areas of the office, including court clerk, jury administration, accounting, revenue/collections, civil, and cashiering.
6.3 Must be bondable and capable of meeting County criminal background check criteria.
THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT    AGREEMENT BETWEEN THE EMPLOYER AND EMPLOYEE, AND IS SUBJECT TO CHANGE AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.

____________________________________     __________________________________

           DATE                                                        DEPARTMENT HEAD

____________________________________     __________________________________

                                         DATE                                                                 EMPLOYEE
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