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Job Description
Position:

Court Clerk 

Location:

Tribal Court, Agency Road
Supervisor:

Court Manager

Salary:


$10.34 / hr 
RESPONSIBILITIES

Provides a full range of secretarial, clerical and support services to the Tribal Court Judge as well as assist other professional staff as needed. Must be able to direct clients to the person that can help them, ie Prosecutor, Public Defender; Civil Attorney.  The successful applicant will be responsible for opening and entering into the Full Court or some other statistical gathering program. The Clerk will assist the other Court Clerks in maintaining the Tribal Court files. S/he will be responsible for preparing Court Orders for the Judges to sign and make sure that the Orders are filed in a timely manner and distributed. Will also be required to stay longer hours if court is in session and they are needed.    

SKILLS REQUIRED

1. Must maintain strict confidentiality in all the court cases.

2. Typing skills of 50 wpm with accuracy and the ability to proof read documents.

3. Proper creation of correspondence, legal and other court documents.

4. Work independently on a number of tasks concerning all court files and documentation.  Prepare court forms, type court orders, judgments, and opinions from draft and/or dictation of judges.

5. Maintain Judge’s court files by properly and accurately filing documents as they are received as a priority, keeping court files up to date on a daily and current basis.

6. Maintain calendar of court dates and files for each individual court case as cases are assigned or filed.

7. Assist with calendaring cases for the judges.

8. Assist in managing multiple phone lines.  Route and log incoming mail.  Receive, log and deliver incoming fax transmissions to appropriate persons. 

9. Coordinate work with courts and public in response to requests for assistance and information.  

10. Perform general office clerical duties and provide input on general office procedures and policy.

11. Prepare monthly and quarterly reports on statistics as directed.

12. Properly handle check and cash payments and create disbursements using Court software.

MINIMUM QUALIFICATIONS

High School graduate and two years of higher education or the equivalent.  Computer and word processing experience required.  Ability to work with all tribal departments with minimal supervision.  Ability to work as team member in coordination of court services and resources.

1. Never have been convicted of a felony.

2. No misdemeanor conviction within past two years.

3. Willing to submit to tribal drug testing policy, and to maintain a temperate lifestyle.

4. Required to sign confidentiality statement.

5. Must pass a background check.

The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.
Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply: submit an application to: Human Resources, P.O. Box 408, Plummer, Idaho, 83851.For more information, visit our website at www.cdatribe-nsn.gov/depts/hr/index.html or call 208/686-4068.
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