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Classification Specification
	

	
	6210100

	
	COURT CLERK I



Class Summary

The responsibilities of this classification include creating and preparing a written record of King County Superior Court events and records. Duties include producing minutes of court proceedings, identifying and keeping exhibits safe, maintaining records, administering oaths, reading verdicts and performing audio and video functions.

Distinguishing Characteristics

This is the first level in a two-level classification series. Court Clerk I is responsible for managing all written materials and exhibits generated by the assigned Superior Court. This classification is distinguished from Court Clerk II in that the incumbent is not involved in coordinating and organizing trial calendar assignments or managing cases of specific Superior Court Calendars and is not responsible for all courtroom functions.

Examples of Duties (May vary by position)

1. Produce accurate, detailed minutes for all court proceedings.

2. Identify, number and keep all court exhibits safe.

3. Prepare and/or process documents and orders for signing, filing and including in court files.

4. Maintain official court witness record of all who appear in court.

5. Perform all jury-related functions including administering oaths, reading verdicts and polling juries.

6. Perform specific audio and video functions.

7. Follow courtroom procedures and instructions to maintain a smooth and routine court.

8. Perform backup Bailiff duties while performing primary clerical duties, as required.

9. Take custody of and store guns, knives, narcotics, cash, jewelry, clothing and other materials used as evidence.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of application of court rules and procedures
Knowledge of civil and criminal law and terminology

Knowledge of cultural diversity
Communication skills (oral and written)
Skill in handling crisis situations
Skill in functioning under time pressures
Skill in handling several tasks simultaneously
Skill in prioritizing tasks
Skill in maintaining confidentiality of sensitive matters
Skill in processing a heavy work load that includes preparing and handling a variety of legal documents while maintaining accurate minute entries
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Court Clerk I and II
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