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LAW CLERK II (continued)


MONTANA JUDICIAL BRANCH

PRO SE LAW CLERK 

Nature of Work:
This is professional legal work performed for the justices of the Montana Supreme Court.  This position will provide professional legal services for the justices of the Montana Supreme Court. This position provides assistance to the Court in connection with prisoner petitions and complaints, as well as those of other unrepresented litigants. The clerk will perform duties including, but not limited to, the following: (1) substantive review of pro se petitions and pleadings referred from the Court, (2) research of legal authorities related to issues raised within these cases, (3) screening and making recommendations regarding case disposition, (4) drafting of internal memoranda and orders and opinions, and (5) as needed, communication with litigants and counsel for represented parties regarding the handling and progress of pending cases. 

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.)
· Reviews pro se filings and  briefs; trial court casefiles and transcripts.

· Researches relevant case law, state and federal codes or constitutions, regulations or other authoritative resources.

· Discusses relevant issue(s) and legal theory(ies) with justice when necessary and appropriate.

· Prepares and revises proposed orders and opinions based upon justice(s) comments/instructions.

· Finalizes opinion; verifies all legal citations as still authoritative and current; edits for grammar, punctuation, and spelling
· Reviews and checks briefs filed with the Clerk of the Supreme Court for compliance with the Rules of Appellate Procedure; drafts orders regarding non-compliance when necessary.
Knowledge, Abilities, and Skills:

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


Knowledge and understanding of criminal procedure is preferred.


Knowledge of Supreme Court practices, rules, and procedures.


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.


Ability to transcribe audio tapes, if required by the position.


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 degree.
Licensure and Certification Requirements:
None
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