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MONTANA JUDICIAL BRANCH

JUDICIAL ADMINISTRATIVE ASSISTANT III

Nature of Work:

This is case processing coordination, administrative support, and legal office assistance work for the chief justice of the Montana Supreme Court.


Work includes providing direct administrative support to the chief justice, providing indirect administrative support to the other justices through dissemination of information from the chief’s office and clerk of the court’s office, and dissemination of the court’s final opinions, orders to the public and publishers through the clerk of the court’s office.  Emphasis is placed on case management aspects of the office as the chief justice’s assistant, accurate review of opinions and other related documents prior to publishing, and coordinating the flow of information between and among the chief and other justices.  Work is performed according to verbal and written guidance from the chief justice, supreme court procedures, legal reference and secretarial manuals, style manuals, and judicial branch rules and regulations.  Work is performed with considerable independence and reviewed by the chief justice for the smooth and effective functioning of the office, accuracy of documents prior to publication, and adherence to court and legal procedures. 

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed)
· Confers with the chief justice regularly to discuss court filings and other court documents, agenda, and activities; discerns filings from the clerk of court’s office as to each motion’s status and gives to chief justice for immediate action; sets motion aside for later agenda or holds for additional filing in the case; distributes copies of documents to other justices and judicial assistants; enters data into manual and computerized calendars and other databases and keeps the chief justice informed of items needing attention.

· Modifies, drafts and/or types court orders or headings for various routine filings; checks court documents for accuracy, punctuation, spelling, proper signatures, and consistency.

· Prepares weekly agenda; categorizes and assigns to the justices writs, miscellaneous motions, and procedural questions; prepares lists of proposed opinions, concurrences, and petitions for rehearing; copies and distributes agenda to justices and judicial assistants.

· Establishes and maintains extensive filing system of incoming cases, issued decisions, and reference materials within the chambers; maintains and updates chamber library and reference documents.

· Accesses databases to enter or update information or to determine the status of a case.

· Answers telephones in a professional, confidential, and courteous manner; screens calls, takes messages, and provides information as authorized; makes travel and other arrangements; distributes daily mail to the other justices’ offices; schedules school and other groups for tours and arranges for speakers; provides orientation to new law clerks as to the functioning of the office and proper formats use in preparing drafts for the chief justice; proofreads documents for proper grammar, spelling, and consistency. 

Knowledge, Abilities and Skills:

Thorough knowledge of legal terminology and format.


Thorough knowledge of business English, spelling, and punctuation.


Thorough knowledge of legal office practices, procedures, and equipment.


Thorough knowledge of supreme court case processing procedures in Montana.


Ability to understand and carry out complex verbal and written instructions.


Ability to recognize and maintain the need for confidentiality in work assignments.


Ability to relieve the chief justice of administrative details and to coordinate the activities of the office.


Ability to work well in cooperation with others, execute tasks promptly as assigned, be self-directed and well-organized and work well under pressure.


Ability to operate high speed duplicating machine for oral argument tapes.


Skill in the operation of a keyboard (50-60 wpm).


Skill in transcribing from machine dictation or audio tapes.


Skill in organizing, prioritizing, and coordinating work, and meeting deadlines.


Skill in operating a personal computer with word processing software, preferably the most recent version of Word Perfect for Windows.


Skill in communicating effectively, both verbally and in writing.


Skill in accurately maintaining extensive file systems.

Working Conditions:
The work is performed primarily in an office environment and involves exposure to normal, everyday risks which require normal safety precautions typical of offices.
Physical Demands:
This position requires activities such as sitting for long periods, standing, bending, stooping, reaching, climbing stairs, lifting, moving and carrying light to medium objects, and operating office equipment.

Qualifications:
:  (Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
The position requires an associate’s degree in business or clerical studies or a similar field and at least five (5) years of progressively responsible legal experience in the appellate court environment or other experience, which demonstrates the ability to perform the duties of the position. Experience in a legal or court setting can substitute for the associate’s degree.  Experience with the C-Track automated case management systems is a plus. 

Licensure and Certification Requirements:

None
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