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DEPUTY WATER COURT CLERK (Cont’d)

MONTANA JUDICIAL BRANCH

DEPUTY WATER COURT CLERK 

Nature of Work:
This is advanced court clerical work in the Montana Water Court. Work involves court case processing and performing a variety of clerical functions, which require the application of independent judgment and the interpretation of routine policies and procedures based on training and knowledge gained through experience on the job. Advice and assistance are available when unusual or difficult matters arise. Work is reviewed by a supervisor through observation of operations and upon completion 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)
· Sorts, stamps, dockets and distributes mail; reviews and processes legal documents. 

· Maintains a complex manual and electronic record, filing and statistical system; assures completeness and accuracy of court records; creates and maintains lists, databases and spreadsheets; sets up, updates, consolidates and closes files; pulls, orders and returns files; researches and resolves problems; distributes various documents.

· Performs receptionist duties; receives, researches and provides information; refers complex or sensitive inquires to the supervisor or an appropriate official; screens and directs calls, takes complete and accurate messages.

· Prepares, drafts and edits a variety of date-sensitive orders, affidavits and other court documents, correspondence, forms, notices, reports and other documents from notes, rough draft, oral instructions or established procedures; proofreads and makes revisions; researches, identifies, verifies, gathers and summarizes information; creates and formats reports and other documents; may notarize signatures.

· Schedules hearings, meetings, conferences and activities; arranges conference calls; tracks deadlines; apprises supervisor and others of scheduling; coordinates, compiles and prepares necessary agendas and materials.

· Attends and electronically records hearings; indexes exhibits; tracks attendance at hearing; sets up, monitors and disassembles recording equipment; takes notes and prepares log; prepares transcripts upon request. 

· Assists Water Master:  Researches and evaluates status of cases.  Under the direction of Water Master performs general review of cases in basin.

· May makes travel arrangements; prepares travel vouchers

Knowledge, Abilities and Skills:

Knowledge of business English, arithmetic, and modern office practices, procedures, methods and equipment.

Knowledge of computerized office programs.                                                     
            Some knowledge of rules of court, state statutes, court and office policies and procedures and legal terminology.


Ability to read and interpret legal documents of varying type and complexity.


Ability to understand and follow oral and written instructions.

Ability to prepare and maintain accurate and complete records, assemble, organize and review data, and prepare various documents and reports.

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

Ability to interpret and apply laws, rules, policies and procedures.

Ability to recognize, maintain and communicate the need for confidentiality.

Ability to use good judgment and discretion when providing information and dealing with the public.


Ability to establish and maintain effective working relationships with co-workers, attorneys, representatives of other agencies and the general public.

Skill in operating personal computer, electronic recording equipment and other office equipment.

Working Conditions:
Work is performed primarily in an office setting and occasionally at hearings in other locations which requires some travel. 

Physical Demands:
Work is essentially sedentary with occasional walking, standing, bending, reaching and lifting and carrying items up to 25 pounds such as papers and files. Work requires periods of extended computer use.
Qualifications:
The position requires graduation from an approved high school or vocational school supplemented by completion of approved college-level course work in secretarial sciences, business or a related field, or graduation from an approved high school or vocational school and office support or clerical experience preferably in a court or legal setting.  

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