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King County




Classification Specification
	

	
	6210200

	
	COURT CLERK II



Class Summary

The responsibilities of this classification include creating a written record for the large volume of events and decisions rendered by specific King County Superior Courts. Duties include coordinating and organizing calendars, researching court files and records, preparing and processing documents and orders, producing minutes, maintaining witness records, and performing audio, video and other automated functions.  Work includes being liaison between Superior Court jurisdictions, various departments/divisions and public/private agencies.

Distinguishing Characteristics

This is the second level in a two-level classification series. Incumbents coordinate and organize trial calendar assignments and are responsible for the case management of specific Superior Court calendars. This work is distinguished from Court Clerk I in that it requires a broad knowledge of all court-related functions and departments and the ability to handle a large volume of cases. The classification requires greater responsibility for all courtroom functions than the Court Clerk I.

Examples of Duties (May vary by position)

1. Coordinate calendars of Civil Presiding, Criminal Presiding, Family Law, Juvenile and ex parte departments and Mental Illness.

2. Organize the order of trial calendar assignments.

3. Research court files and/or records to resolve case status questions.

4. Prepare and/or process documents and orders for signing and filing in court file.

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

6. Prepare and/or process documents and orders for signing, filing and inclusion in court file.

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

8. Perform specific audio and video functions.

9. Follow courtroom procedures and instructions to maintain smooth and routine court.

10. Maintain accurate and complete recording of minutes of Civil Presiding, Criminal Presiding, Family Law, Juvenile and ex parte departments and Mental Illness.

11. Respond to and resolve daily questions and problems referred by peers, other section personnel and the general public.

12. Act as liaison to other justice agencies, public agencies and the public.

13. Perform backup Bailiff/Coordinator duties as required.

14. Train other courtroom clerks.

15. Proofread court minutes for legibility, grammar and punctuation.
16. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of application of court rules and procedures
Knowledge of cultural diversity awareness
Knowledge of community resources
Knowledge of dynamics of domestic violence and anti-harassment
Skill in communicating effectively orally and in writing
Skill in handling crisis situations
Skill in problem solving
Skill in functioning well under time pressure
Skill in handling several tasks simultaneously
Skill in prioritizing tasks
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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