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MONTANA JUDICIAL BRANCH

OFFICE ASSISTANT I

Nature of Work:
This is routine office and court clerical work involving document processing duties. 

Work includes copying, dockets and filing office and court documents, posting and checking information, operating microfilm equipment and assisting in and performing related office support duties. This class differs from the Office Assistant II class by the less diverse, complex or specialized work, the lesser consequence of error, the closer review of work and the lack of receptionist duties. Work is performed in accordance with instructions, rules of court, state statutes and court and office policies and procedures. Work is closely reviewed by observation and in progress for accuracy, completeness, timeliness and adherence to guidelines and requirements.

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.)
· Makes copies of documents and orders; checks dates, signatures and addresses; uses microfiche machine to produce copies. 

· Sorts, dockets and files documents; maintains, re-arranges and inventories files; pulls and searches for files and documents; types filing labels.

· Picks up, opens, sorts, dockets and distributes mail; stamps documents; addresses envelopes; collates and sorts documents; prepares materials for mailing; operates postal machine; prepares and keeps routine records.

· Copies legal documents on photographic film; checks accuracy of record entries on computer; prepares records; loads, checks, operates, and maintains microfilm equipment; checks completeness, accuracy, and quality of films; stores film; makes prints from microfilm; places requests for equipment repair.

· Assists office staff. 

Knowledge, Abilities and Skills:

Some knowledge of business English, spelling and arithmetic.


Some knowledge of modern office practices, procedures, methods and equipment.


Ability to operate a copier, postal machine, microfiche machine and other modern office equipment. 


Ability to make basic arithmetic computations and tabulations accurately.


Ability to maintain routine clerical records.


Ability to learn computerized office programs.


Ability to learn routine rules of court, state statutes, court and office policies and procedures of the area assigned.


Ability to make routine decisions in accordance with precedents and regulations. 



Ability to become familiar with file organization system.


Ability to understand and follow oral and written instructions.


Ability to establish and maintain effective working relationships with co-workers.

Working Conditions:
Work is performed primarily in an office setting.

Physical Demands:
Work is essentially sedentary with frequent walking, standing, bending, reaching and lifting carrying items up to 25 pounds such as papers and files. 
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:)
Graduation from an approved high school or vocational school and some general office experience.

Licensure and Certification Requirements:
Possession of a valid Montana driver’s license; proof of insurance if using a personal vehicle on State business.
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