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Court Clerk P/T
Reports to
Mayor, District Judge, and Office Manager
Job Overview
This position will work with Law Enforcement, District Judges, Attorneys, Prosecutors, and Defendants. Court is held once a month and you are required to be here on the day of court unless other arrangements have been made in advance. You will do all court duties, as well as cross train with the Water Clerk and Office Manager. You may be required to adjust hours to cover other areas and duties may change throughout the day. See ordinance 2014-04.
Responsibilities and Duties
· Pull E-Ticket citations.
· Process all citations in Virtual Justice.
· Check My Fine Payment for Credit Card payments. This will also come to your email.
· Collect and process fine payments.
· Prepare bank deposits as needed.
· Prepare court documents by activity type on the day of court.
· Be in court once a month with Judge to record depositions, schedule new court dates, and answer questions.
· Record judgements, rulings, orders, documents, and other criminal and traffic proceedings of court.
· Issue summons and subpoenas.
· Issue and remit drivers license suspensions and reinstatements.
· Remit dispositions to Drivers Control and Arkansas Crime Information Center (ACIC).
· Maintain warrant list.
· Run and process monthly reporting including submitting checks to the proper places.
· Work with Marion County Sheriffs Office (MSCO), Prosecutors, Attorneys, Driver Control, and defendants on a regular basis for all court related items.
· Maintain all files and records.
· Generate correspondence to defendants. 
· Prepare Warrants and documentation for Judge’s review as needed.
· Cross train with the Water Department and Office Manager. (See job descriptions for these positions).
Expectations
· This position will cover Water Clerk and Office Manager duties as needed.
· Keep team members informed and share information. This is a small office and to ensure we are on the same page communication is necessary.
· All tasks need to be performed proficiently, accurately, and effectively.
· Notify the Mayor, District Judge, or Office Manager if there are any processes that could be changed to be more effective.
Qualifications
· High School diploma or GED.
· Customer Service experience.
· Ability to multi-task.
· Ability to learn and work in multiple systems.
· Ability to work in an environment that can be loud and chaotic at times.
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