CITY OF SPRINGTOWN
JOB DESCRIPTION

JOB TITLE:

Court Clerk

DEPARTMENT:

Administration

PAY GRADE:
FLSA STATUS:

2
Non-Exempt

Job description statements are intended to describe the general nature and level of work being
performed by employees assigned to this job title. They are not intended to be construed as an
exhaustive list of all responsibilities, duties and skills required.
GENERAL SUMMARY
To provide clerical assistance necessary to process various civil complaints and assist in the
overall operation of the Municipal Court.
SUPERVISION RECEIVED AND EXERCISED
This position receives general supervision from the City Secretary. This position does not
supervise any other positions.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Duties include but are not limited to the following:
 Maintains and updates court records
 Enters citation information in the computer daily
 Responds courteously to inquires and/or complaints
 Composes and prepares correspondence relevant to complaints, citations and judgments
 Calculates and collects fines and payments
 Prepares documentation for complaints and warrants
 Prepares regular mailing of notices
 Maintains and updates complex filing systems, both manual and computerized
 Assist at semi-monthly court sessions
 Performs general receptionist duties, including answering incoming phone calls, providing
informational and directing callers as necessary
 Assist Utility Clerk as needed
 Other duties as assigned
MINIMUM JOB REQUIREMENTS
EDUCATION AND EXPERIENCE
High School diploma or General Education Degree; one year related court experience is
preferred.
______
Initial

LICENSES AND CERTIFICATES
Valid Class C Texas drivers’ license
PHYSICAL ABILITIES
Ability to communicate in the English language both orally and in written form. Ability to
establish priorities. Ability to follow oral and written instructions. Ability to develop and
maintain a positive working relationship with fellow employees and the general public. Ability
to place, answer and refer telephone calls. Ability to produce reports. Ability to use a personal
computer for extended periods of time. Ability to sit and/or stand for extended periods of time.
Ability to perform data entry with diligent attention to detail. Ability to operate a 10-key
calculator by touch. Ability to lift 20 pounds. Ability to deal tactfully with irate persons.
Ability to follow standard office practices and procedures.
The City of Springtown is an Equal Opportunity Employer. In compliance with Disabilities
Act (ADA), the City of Springtown will provide reasonable accommodations to qualified
individuals with disabilities.

I have read and understand the duties and responsibilities of this job description

_____________________________

____________________

Employee’s Signature

Date

_____________________________

____________________

Supervisor’s Signature

Date
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