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MONTANA JUDICIAL BRANCH

SENIOR LAW CLERK

Nature of Work:


This is advanced professional legal work performed for a Supreme Court justice or Trial Court judge. 

Positions allocated to the senior law clerk class are in their second or subsequent year of service to a Supreme Court justice or in their third or subsequent year of service to a Trial Court judge.  Work involves the performance of professional legal research and other advanced legal and administrative work in the preparation of memoranda, opinions, or orders for Supreme Court justices or judges concerning the cases before them.  Work is performed under general supervision and is reviewed through conferences and review of written material.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may by performed.)

· As appointed by a Supreme Court justice, reviews classification memoranda developed by a justice for an assigned opinion; reviews appellant and respondent briefs; trial court casefiles and transcripts; researches appropriate and relevant case law, state and federal codes or constitutions, regulations or other authoritative resources as to the assigned opinion; discusses relevant issue(s) and legal theory(ies) with justice when necessary and appropriate; drafts proposed opinion and/or appropriate memoranda; revises proposed opinion based upon justice(s) comments/instructions; finalizes opinion; verifies all legal citations as still authoritative and current; edits for grammar, punctuation, spelling; and reads opinion out loud with judicial administrative assistant; reviews and checks briefs filed with the Clerk of the Supreme Court for compliance with Rules of Appellate Procedure; drafts orders regarding non-compliance when necessary; performs marshall duties during oral arguments before the Supreme Court.

· As appointed by a Trial Court judge, may function as a special master, settlement master, or judge pro tempore and preside at court hearings, omnibus hearings, pretrial conferences, and scheduling conferences; may conduct initial evaluations of pending cases and motions and advise the judge of findings; may determine child support owed in domestic cases; mediates and conducts settlement conferences in domestic cases.

· Reviews, studies, researches, and annotates laws, court decisions, documents, opinions, briefs, and related legal authorities.

· Prepares briefs, legal memoranda, statement of issues involved, draft opinion and orders, including appropriate analyses, suggestions or recommendations to the judge.

· Compiles references on laws and decisions necessary for legal determinations.

· Confers with judge concerning legal questions, construction of documents and granting of orders.

· Attends court sessions to hear testimony and records necessary case information; maintains records attendant to court proceedings.
Knowledge, Abilities, and Skills:


Considerable knowledge of general law, state law, established precedent, and sources of legal reference.


Considerable knowledge of Trial and Supreme Court rules, practices and procedures as required by the position.


Considerable knowledge of legal terminology and concepts.


Ability to communicate clearly and concisely, both orally and in writing, with a diverse group of people.


Ability to research complex legal problems or questions and apply legal principles. 


Ability to represent the court in a respectful manner.


Ability to establish and maintain effective working relationship with others.


Skill in the operation of a personal computer with word processing and legal research software.

Working Conditions:


Work is performed primarily in an office setting or a courtroom.

Physical Demands:


Work is essentially sedentary with occasional walking, standing, bending, and carrying items up to 25 pounds such as papers and files. Some positions may require periods of extended sitting, standing or computer use. Some positions may require standing on a ladder to retrieve files from high shelves.

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:)


A juris doctorate and considerable experience as a law clerk for a Supreme Court justice or Trial Court judge.

Licensure and Certification Requirements:
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