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DATE:

TO:

FROM:

RE:

ENFIELD PROBATE COURT
820 ENFIELD STREET

ENFIELD, CT 06082
PHONE: 860-253-6305 FAX: 860-253-6388

MEMORANDUM

1/20/2010

BUDGET COMMlTTEE C/O PROBATE ADMINISTRATION
VIA FAX, 24 PAGES

LINDA CHRZANOWSKI, CLERK

STAFF COMPENSATION

It is my understanding that the members of the Budget Committee are reviewing the staff
compensation study for the purpose of implementing salary guidelines beginning in 2011. I offer the
following as a result of extensive research completed in 2006, which I completed for the purpose of
requesting a salary increase for myself.

I find that positions that share the greatest number of common duties to that of a probate clerk
are Deputy Town Clerk, Town Attorney's Executive Secretary, Town Manager's Executive Secretary,
Superior Court Administrative Clerk I and Administrative Clerk II, Superior Court Services
Coordinator I and Services Coordinator II. Copies of the job descriptions for these positions are
attached.

At the time of my reselltch I used the salary levels as of 2005 and averaged those salaries to come
up with what I thought was a reasonable salary for the position of Clerk. I have attached a copy of
my salary research (Exhibit 1) for your review. The current salaries for some of the positions are
noted in parentheses. I have not been able to determine the current salaries for the remaining
positions. I can attest that it was particularly heartbreaking when I discovered in 2006 that a secretary
with much less responsibility in her position was making over $8,000 more per year than 1 was.
Consequendy, I believe the Committee should investigate salaries for like positions outside of the
Probate Court system and compensate court staff similarly.

I urge the Committee to include a provision for an annual cost of living increase for each staff
position, as well as a provision for perfonnance increases as warranted.

Numerous times over my past 17 years of service have I heard it mentioned at Probate Assembly
meetings that the Probate Court system could not survive without the derks, but when it comes to
compensation, it frequendy seems that judges are not willing to "put theit money where theit mouth
is." I am fortunate that Judge Warner has made every effort to compensate me at a level
commensurate with my experien(;e and expertise. I hope the Budget Committee will implement
guidelines that provide the same consideration for all staff persons in the Probate Court system.

Thank you for your consideration.
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Probate ClerttIE. Hartford 3619 S 2 41.506.00 6

Probate ClerMAanchtster 4515 2 2 45;04.00
"Probate CIerWE. Windsor 2m 1 Q 36.314.00 7

EnfIeld Dpty. Town Clem n/a 4 1 45A77.OO 7 (q'Y, q3;L$
EnfIeld TownA~ Secy. nJa n/o nlo 41A18.oo ? (4'f; 31.>8
EnfIeld Town Mgr. SKY. n/a nlo nJo 46.558.00 15 (4-",350)
SClAdmin. Qertt J nla ? ? "39,064.00 nJo
SCiAdmJn. 0ertI1I nla ? '1 ·45.711.00 nJo
SClAdmin. sua. Coord. J n/o ? '1 *6QA55.ao nla
SClAdmin. sua. Coord.n n/o 7 '1 *66.38100 nlo
*mlldIan auwage

Pn»bcD 0ertWEnfleId 1 0 31,272.00 "13.5
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PROBATE CLERK DUTIES

I4J 0003 10024

1. Record the doings of the court
2. Receive and file papers
3. Have custody of the court files and records
4. Keep the court's seal
5. Certify court records and files
6. Make up, amend and complete any imperfect or unfinished record
7. Make records of all proceedings required to be recorded
8. Shall have the same powers as chief clerks of the superior court for the purpose of certifying to

the authority of any judge
9. Sign any process or other document requiring the signature of the clerk for the court location

for which he is appointed
10. Notify counsel, in writing, ofthe decision, order, decree. denial or ruling ofthe court
11. Keep a general index of the records of all estates which have been or are pending
12. Make orders of notice of hearing
13. Prepare drafts of court orders under the direction of the judge
14. Request that the Probate Court Administrator cite a judge from another district to serve as

acting judge
15. Adjourn a hearing if the judge is not present at the assigned time
16. Administer oaths
17. Acknowledgement of any instrument in this state
18. Open mail, pull files for insertion of mail and take appropriate action
19. Enter applications received on a tally sheet for the Probate Administrator's statistical report
20. Clip legal notices from the newspaper and file in appropriate files
21. Process passport applications
22. Transmit appropriate documents to the Department of Revenue Services, Department of

Administrative Services and Probate Court Administrator's office
23. Maintain bookkeeping records of accounts receivable, accounts payable, cash disbursements,

cash receipts, bank deposits, payroll records and health insurance payments
24. Maintain a forms supply
25. Maintain and order office supplies and execute purchase orders
26. Maintain a tickler file
27. Keep informed of statutory changes and recommended procedures in various probate

proceedings.
28. Prepare retirement contribution reports for judges and clerks, withholding tax and social

security returns, unemployment compensation returns, Judge's quarterly assessment
payments, Judge's annual Income report and Judge's report concerning estate tax returns

29. Assist the public both over the counter and by phone by giving and securing information,
requiring some degree of Interpretation and explanation

30. Supervise and in~truct subordinates in routine clerical tasks and to check to see that tasks are
completed in accordance with instructions

31. Be proficient with computer applications, such as data entry, word processing, payroll software
and electronic communications.
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Deputy To.wn Clerk
Enfield probate Court

TOWN OF ENFIELD
JOB DESCRIPTION

TOWN CLERK
DEPUTY TOWN CLERK

~OU04IU02'r--­

Page 1 of2

GENERAL STATEMENT OF DUTIES: Responsible for the daily business transacted In the Office of the Town
Clerk. Assistant Registrar of Vital Statistics. Assists the Town Clerk in the performance of clerical, secretarial and
general office work. Acts as Town Clerk in Town Clerk's absence.

SUPERVISION RECEIVED: Under the general supervision of the Town Clerk.

SUPERVISION ~ERCISED: Supervises and trains staff as assigned.
StJ...ta.~: 'fbi &>77.
ESSENTIA"'JOB FUNCTIONS: Regular and punctual attendance; clerk of the Council in the absence of the
Town Clerk; gives legal signatures and administers oaths as Deputy Town Clerk, Assistant Registrar of Vital
Statistics, and in voter registratIon; assists the public both over the counter and by phone by giving and securing
information requiring some degree of interpretation and explanation; coordinates and directs the maintenance
and/or issuance of land records, vital records, permits, licenses, minutes and agendas of Boards and
Commissions, veteran records, legal opinions, appointments and resignations, the Officials' Book, yearly calendar
of meeting dates, legal notices, election Information, ordinances, writs and claims, conveyance tax returns, daily
summary sheets, computer data, etc.; indexes Town Council minutes; submits weekly payroll data; executes
purchase orders as required; assists in the operation of Town and State elections; types correspondence as
required by the Town Clerk.

OTHER JOB FUNCTIONS: performs related work as reqUired.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, talk and hear; balance, stoop,
reach with hands and arms, walk, use hands to finger, handle, feel or operate objects, tools, or controls; and
reach with hands and arms, and kneel. The employee Is occasionally required to crouch and stand.

Hand-eye coordination necessary for operation of computer and various office equipment.

The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities reqUired by this job
Include close vision and the ability to adjust focus.

WORK ENVIRONMENT: The work characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

Must be able to concentrate on fine detail with some interruption. Needs to attend to task/function for more than
60 minutes at a time. Able to understand and relate to specific ideas, generally several at a time and to
understand and relate to theories behind several related concepts. Able to remember task/assignment given to
self and others over long periods of time.

The noise level in the work environment is usually quiet.

MIllllMUM QUALIFICATIONS:

KNOWLEDGE, SKILL AND ABILITY: Considerable knowledge of office practices; ability to make routine
decisions as to choice of standard office practice to be utilized in carrying out clerical assignments; considerable
ability to make arithmetic computations; ability to comprehend and maintain complex written records; ability to
follow complex written and oral Instructions; ability to deal with the public and associates in a courteous manner;

http://proxy2IHR1JobslDeputy_Town_Clerk.htm 5/4/2006
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ability to Instruct subordinates in routine clerical tasks and to check to see that tasks are completed in
accordance with instructions. Proficiency with computer applications, such as data entry, word processing and
electronic communications.

EXPERIENCE AND TRAINING: Graduation from high school or possession of high school eqUivalency diploma
(GED) and a minimum of six (6) years employment in clerical work, two (2) years of which shall be at a
supervisory level. Any equivalent combination of experience and education. Must be bondable In the State of
Connecticut.

This job description is not, nor is it intended to be, a complete statement of all duties, functions and
responsibilities that comprise this position.

Revised: 2-1-99

http://proxy2IHR/Jobs/Deputy_Town_Clerk.htm 5/4/2006
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PIVIiION: Branch-wide

CLAS5 DmNDQN.i

s.G. JElJZ 17
BJJ.4Jf43
EFFECTIVE DAT!
M...cla 11,2005

This elaaa ir ItCOWltablc for independently supervisiJlg admiIIisl1ativc lUpport or Courtroom Clerk
staff or for pcrfatminr advanced admirtillnl:lve support or coxnplex mchnical BUppOrt taslcs at a
paraprofeElionallcve1 ill. a jw&ial aervi;c environment,

GlTIDELINlS lQI CLASS USE:
This 0111:118 repreaents tho highest level of administrative lluppart positions in the bSIlaining unit.
The ellle. hu fo1.1r di!tinct uses;

A.dmiraiItrtztt A,yi.rtant (ad~'~cd tech11ical or administrative rnJ.pport, or llUpervi~-ion of
spcci~adminlJtranve support services);

Msi,1lan' Juyenile !l(.utre.rs Clcrfr

CCII.tr'!'ronm Clerk; (for 6S% CU' IXlCJfe of their tixtie, :?=rl"C\DI\.~ I1J advanced CoU!trtlOI/l Clerk
or SupervisiAg COUl'troom C1=rk)i

In the Admtni#rapll, 4.l'RtgDt US" of 1111: clilU, positions s'S'VeiIl I paraprofeb"Sional role 10
complex, specializlld or technicnladIuinistrative RUpport I'unDtiOlll. For el:.ample, this 1111)1 include
paraprof::l!lsional practice of tcchni~ worls: in such an:u £15 telecommuniCiltiOIlS or t}u: supervision
of compte);. aceottlltinl; ~11 work or th~ moM complex &nd in"olvcd essi,punentB of co'Wi
.~j'lort eervices.

In the Assistant .luyel'l@ Mattea Clerk ~e of the class, positions perform complex juvenile ellse
iii: mMlag==t mCO!lditiol1s uf itriet coniidmtiality includi7lg ller\ing as CoW'1room Clerk". in.
jllvcmile: matten.

Ill. the Cltriqgl Sr.o¥nn.tpr use of cllSi, posibons fw:Iction as NU time supervisors of an
administrathT~ support stafftypie&lly consisting of Office Clerics and Administrative Clerks I.

rr. tIu: eo'4f11'!?Oll'! Clri0usf:s orcl•.u, ble:uatbmts wrequired to diroc:tly supervise or to jervc u
Gtrona lead for otlJer Courtroom Clc:rks including providing their trainina- and cWly work
ISsigw1lCIlta, but not perflJ11IWl,CC review. b jm1sdictiODS haviJl.i only one Cou:ttoom Clerk.,.
inewnbents rur lerve as lead persol2 for other ctlun iSMce, staff membc:rs. In either oase.
incumbm1ts are required to peuonn 11 Ill. IId.'vanced level of competence in courtroom clerk
assipments including servingjudgcs in highly complex and involvedcuea,

AdVll.llCt:mC1lt to tbic WS it not automa.tic. The class is intended to a:trtlld CI1Wr progress
opportImiti#:l both m'dmin;strative support Se.Ml:Cll and ill. cO\lItlOom clerk oceupatiOI1li 'out is



_I@UUOI/OlJ24

ADMINIST.RAnvB ASSrSTANT
Page 2

limited to wel!-quahfied. IIlId proven incumbents in their reapective fields of work and appoil11:mcat
mLl5t be bued on demonstrlltCd nerd for INCh positioll$. -

SUl'EBYJSJON BE&EMD: Worb under the general supCl\'ision of an ::mployee of
higher grade.

SUPERVl@ON EXEBQSlm: May.m1lC lower level Sta£ras astianed, inchlding prOviding
tniDing, maJcina wOrIc usipmanfJ and reviewine completedwork for accuracy.

EX4MlLES OF DYDiS:

Supervises assigrlcd st&If in l'etfonning melt work as: d1.~ terminal apention, coW't data.
manaaement including da:.:a organiZ$fion and retrieval. llJld ptoductiol1 o{.finished d:da records;
pJ'llJlarsUou and maintenal1Ce of oallC files and infonnatiOl1 for pnaentation in cou.rt; usilltilJg
clicJlts, a1tomeYI. pro Ie plUties and Jnemb:tll ofthe public in cmupletillS procedural papen and by
explaining ocurt procedl.ll'eS and COUIt·ordtI'ed Cl)uditiol1s of CODiplimce; preparing documents
~h as repona; corresJlOnden~. notificaticw to pllrties. records IDd a.ot:ivity logs; pcdormiog such
c;ierical work a3 typing, filing aAd geneNll office support. Inetmbent9 1tlly supe:l"Jil:e staff m
pasting. eoznpillng Ilnd. reconcmng accountin& liUpPO'rt data such as accounts payable. receivable
!lI1d piyroll pl'tlCCSsUli.

Positions may be I:Ssianed to pe:rfll111'l spoc.ialul:d or t:clmicaI wod: mob as: pla1wing. scheduling
and overseeinll tho instanation of te.lecoI1UIlUD.i~ions sys'I.:m&; assistinG in tlw e.dm.i%limtion of
Dnmabrwide purchasing; ovmee:i.ng the; management of c.om.pJex IU1d setlSitive ow flIes,
including rwifl''lVil1g 51" content for C"OUIpJetanese aJ1d providing inmuction 10 auwort staff in
pr<lJ.1Or C6lIe file deYelopmeot for the eC\UIU,

AiFbtapt: Jyyeqik Mwa Clartt wee:

Maintains court dockets md diaries of bw'in.i a&SigllmlWS and case reviews; n:cards jlldgmenLs.
orden aod other 51e cnmes; ooordinatel and atratliOi ApPOinimlrots of CllUllse1 &l1d ret'l'ITal for
varioU$ prQfessionll1 llervices; ~te, and cooIdiIlates ptopm- ~ervice of notic=. summons IIlId
subpOClla, itlolll-ding notice by publicatioll. and registaod mai4 revicwa billings for aocuracy and
atraI1ge1 fer the p~f. of foes; provides fur the orderly assigDD:llltl.t of all cases fot appropriate
court hca:ing and llS&UrCS that ill filei arep~ for hearina; pro\':ides or OVl5l'Sees all statistical
reporting, bookkeeping, sll9P1y requisilicmm.c. 0CIWi attendm:;e, cxecutiolt of legal or court
documen.u and ii}e main1enlDCe; may ~ for the lUI/aWe Matters Clerlc during absences; Clay
supUYiJe assianed ltaff u d.erigna~ by tho Clerk or in the absence of the Clerk; may perfOIm
duties outl.iDed in'the Courttoom. Clorkjob descripU011; performs rell.ted duties u required.
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garb! SqperyiJgr Ules;

SlIpG'\'ia:S cloricaJ staff; lra1bs assianed st4ff mombcrs; aBsigna IDd reviaws wade for lIOC1Itacy and
timely OCIIDpleticm; dttemlinea wOli: priorities; ~y ettahlish ~rd keeping systems; P1'Ovides
input to staff p;monunee reviews; analyzes aDd revises offi"c prooedarC$; coCJIdinatcs worldlow
with staff cd related. work units; may serve as courtroom clerk; provides n~endatJona
regardina ~ve policies ud procedures; ~ or ,,"oro processes & variety of
can"Cl5pcmdezlce and reports, ~y of which involve COtliidatttial informatiou.; may reoeive and
l'DCord revCIlUCll and f!!lS1; may prepare finallcial and budJct reports; mamt3ins'islveo.tory coctrol
and ma.intaDaDce schedu1!1S for of'1ice cqui.p!IlIDt; pcrlonns other rslated duti.ea IS required.

£Dartroo'lll gerk 1 PI!!:

Supcrvi5CS the worlc of Coumoom Clerks r includiai' traiui.n~ making work assignmeuts al'l.d
sebeduling courtroom seniee, 1etfO!Ill5 c.ou.trClDtn clerk .ervice in aasigned courtrooms including
assembling C~ docUlnMU, revieWing docl1m=t'lts for completencs8 lI1l.d iJ:I accordance with the
prl!fercoCef of judiCiS; assisting judges It court in ilia flow of documents, properly reecrdin.g
motions and orden, teoording and slielc~ing ~"bit;; ~=armJ thOle who provide \estimo1'lY in
court; and allsu:ring the proper completion ofdocuments resulting from judges' orders, As advW'.lecd
Courtroom Clerks, mCl.Itnbents t)1)ically are called upon 10 serve as courtroom clerk foe illvolved,
cClmple~ or ~ens1tivr. trials and henrings,

MINJMUM 0IWJF'ICMIONS UQUWD
KNOWLEDGL SKILLS AND AiII.I'[DtS:
Advluced koowlodge of otfiee administration lItld OOllJ't llUpporl op~·a.tions procc:dur~s;

eOlWdc.-able iJ:IterpCl.'SOIlal skills; con;;duable oral and writtt:n commUlljcati()~ shll.; ability to
operate pe#'aoml compl.lte!'s to enter, orpnize. store and ~cve data and to prod1)t:e comple~

wrinen repons and tOOOrds; ability to conduct int«views aod to record mel 1ICfif}l infO!l1lll.bon;
ability to .tsai.st general public in prN:CdurB1 mattexs rel$ed to CQ~"t support operations: e.bility to
supervise II!ld provide work direction to sta.ff mcmbenr; ability 10 instruct, trllin and evaluate st3.Ji"
lrlc:mNn in u£igned iVOrk dlJ1je:~,

EXPERlINCE Arm IRAWING: '
Gtnerall2Rsim'&i FiVlS years of experience in adIninistntive SUpport, accoWlting ropport, or
court support work.

SIIbstjtutiON AlJow~ CoUeac training u:lSY substitute fOr theG~ Expcri.c:Dce. On the basis of
fifteen semester bours equaling one-balf year of~ to' a l114Xizmun of two years for' an
Anocim', degree.

SPECIAL RlQIlIQMENISi
~bentcmay be requiRd to travel :in the COllISe of theirdaily work.
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ADMINISIRAJIYE CLERK J

UNCLASSIFIED
CLASS CODE: 9762; 9447
EEO CATEGORY: 6

DJVISION: Brlneh·wide

CLASS DEFINIIJ.QN:

S.G. lEIJZ 12
B.U.41/43
EFFECTIVE DATE
Marcb 11t 1005

, ,

This elm is a~lll1ta.ble {or independently ptTfonnina a broad rAnge of tulcs at a trained ane!
blllically-skilled level in such functions as operation of data entry equipment, word proc:essillG,.
document proc~~ins. public service and gell!!rtJ CJffi~e support in I judicial servi~ environment,

QUIDELINES FOR CLASS USE:

Thig class consolidat.C(; the working titles of: Administrlnivll Clerk; Court ServicllIl Clerk; and Datl!
Terminal Op~rator, Positiens allc)cated to tit is c:lass may ~erve several functions in !UPport of tbe
Branch'$ courts, including data t.cn:Tlinal pperation, coUl't services taSk~ preparation of l:&Se file~ for
court, nllsllting IUld assisting altol"ro)'S and the public with proeedurlll nlaa:ers, rl!cciving I\nd
aceounlJn'g for ~~h llTld, in SOlnli ca$es, strving 515 intenniuent or occasional c,ounroom clerk. The '
cla~s is di~ting,ui5hed from Administrative Clerk IJ in that the Administrlltive Clerk H clM~ is
rf:cCllni7.ed tJr. a.n ;;dllanced jO~lmcy le"ur,1 class iII wnicl, strong admini~trati\le ~1(iIIs /lIe requir'ed.
wnere.joh componentS involve substantial complc;;,ity /IIlC in which irlcumbl!:1lts rn,,:-.' he :!lxpectcd to
.erve iUi lead pt:C1ple: of fronl three tel flV!: olher staff members. Advancement from Administrative
Cler\( I to tha Adminiatrstive Ch:rk Jl level is not automatic hilt i$, available to inc,umb~nt'i 'in tOf
Admil1istT&tive Clerk I class alter ~tr/)Ilg perfonnar1ce (lr threc yelll'S coupled with the
ndITlini:rtrativt, need jor aovlIncc:d admiili!ilrllLive suppon and",!' lead po~ition"

SlIPER'VtSJQN RECEIVE!>: Ulor~:s Lln.:ler the genoraJ stlporvi~ion of an employee of higher
l-'iIId/:.

EXAMPLES Of ][)linES:

Opens caSIl mel;; prepll",~ logS flf COLS~S; send! notictti of judgments and court orders; ~h~ulc!

ilurinss lUId eIther c:'.oW1 proee4urt!O; Cl~,;lItes , data ttrminal (tr plSrllo7\lkl computer 10 record Gourt
relll.ted information and to prepare court files and papers required fcr court proceedings; receivcs,
tra.I1l,mita, corrects. updates Inci rttrieVI5 court relatcd information: orgmiZllS anel prepare~

documents Md, records for processing ami distribution; maintaills files of source documents;
rn ..intains court calendars; meets and greets the public. at II public: service counter including
reception, receiving, receipting and accounting for cuh payments, essisting dle public in
c:cmpllting and filing documents; performs telephone reception including providing general
il\formation to the public Il!I authorizccJ: pClpares II variety of word-processed or typewritten
materials; may prepaTl bank deposits and perform otner routine booklteeping tasks; may assist in
tra.ining co-workers and lI.llsw:ring their routine procedural que$lions; may SClVC when nceded and
on an intermittent basis as eourtroom eler~ performs other dlJties as required..
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MlNIMpM QUALlFlCATIONS:

Gllotral Experjepc!: Two yeart ofclerieal experience. May be r~uircd to demonstrate proficiency
in word procOIsing, data terminal.operation Or other related skills.

Substitution Allowed: Two years of clerical el'perienco at Dr above the level of Office Clerk may
be substituted for the General Experience.

An iocumbent cl:lssified as Office C~erlc shall be advanced to Administrative Cleric r upon
completion of two yeors in the Office Clerk elass with satisfactory demonstra.tion of required skills
and abiJitit:s and a !!!{\Iice rating of wisf~t01Yor bett=r.
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ADMINISTRADYE CURK n

UNCLASSIFIED
CLASS CODE:
DO CATEGORY: 6

pOOSION: Branch-wide

CLASS DEFIN1TION:

J 3 <7', 'S7 - .Ji f", 7'70

S.G. B/JZ15
8.U.41/43
EFFEC'TIVE DATE
March 11, 1005

This class is accountable for independcotly performing a broad ranac of administrative support
tub at an advaDccd and hiJbIy-skillcd level in such fimctiJ:ma u opend:iD.J and lllllding t1¥
operation ofdata cntzy equipmcm. word processing, documlDt procca. court data manallemcllt,
court acrvices mel secretarial support in II judicial service enviromnen1,

GQJDELINIS FOB CLASS USE;

Tbis CD ~ates the advmced jov.rney lcvc1 of administrative &UppOrt positions in wurt
adminislrlDvc sct'V:ices where job oomponl:J1ta involve substantill complexity, rcquirillg strong
administrative skills and where inclltnbents may be expected to serve &9 lead people. Typical job
.ssignments complex sCDretarialll9signmllllts pllrtic\1larly if they involve servlng in • lead capacity.
This elua colWllidatM tbe workina titles ot SecmaIy I and Data Terminal Supervisor. In those
i.Jlstances wblft positions presently~I the title of Secretary are ullancd duties encompassed
by the Guidelines for Clus Use, they may be allocated to this class.

The class is iutcndcd 10 afford. a career pathway for administrative support staff members who
ohoose not to enter the Co\tl'troOm Clerk CAlCCr palhWII)'. Tho l:1.ss is available to thoso
Administrative Clerks I whose work clearly requires iU1 advanced level of skill, ability aud
re&pOD.!i1bility aod may require the UJCwnbent to serve as lead person.

Task assigrmvmto may include a broad range of adminlsuative support work including data
terminal operation, but may alliO inolude those positions serving lIS Data Terminal Supervisors with
the U!1derItandini that in typical aettUIgs, those Supervisors parfOIIll sevcrall1dmiuistrative suPpol1
f\mctiqus in addi~ion to data tllrminal QPeration. Data Terminal Supervisor positions fit this class
when their dutiu involve the most complex of CCNrt data management IlJld 'II'hen those positions
require servq as lead person for: I staff of from three to five Admi.D.istrative Clerk [' ,. (Full
supervi90rsl of IllJe ez'OUP8 ofsix or more Adminiatratiw Clerk 1'5 may qualify as Adn\inistrative
Assistant.)

Advancement to this class is not automatic. It is availAble to incumbents in Ad:mi.niltrative Clerk I
poIitiODl attar stronl performance of three yean llOupled with legitimate orpnizarional neecl for
advanced admiDistrativc support lDdIor lead p08itionll. Appointm=t as a lead pe:son will be
considered accordiDa to the .II1Imbars of stftffzequirini '!be assistance of a lead person for training.
instnlction aDd work direction.
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_~AIlIWil&.:.IiIM.""'· Worb under the gCllCl'al supornsion of III employee: ofhigher

SUPlBVISJQl! I.XEBgSEP: May !tad other assiped staffmcmbCra, iDcludiq assisting in
their trainiDI. mU:ina worlc usipmenu aDd reviewing compl~ work tOI' accuracy.

EMMPU'j orPUTlES:
hrfonn.! advanced ad:miDislrativc support services and may ovcncc IIIId lead others in I5UCh areas
liS: court data manaSC=llDt; data tcnDinal operation, incluoina data et1try, data orgaDiution and
retrieval. IIld prodw:tion offinished daIa records; in1mviawing clients; compilhlS aDd cloc1a:D=\ing
information about clients md about nvw or'pendiq coutt matters; assiaiDg clients, IttOtncys, pro
Ie parties aDd mllDlbm of the public in complq proceduml papen and to uplain court
procedW'el II1Id court ordered conditiom of compli1mce; preparing case information, case RlCOrd!

aDd files for court prescu.tation; preparing documents such as report&, ccrnlspondence, notifications
to parties, n:con:Is and activity )01S; performing such secretllrial work as word processing or typing
documents, ~CspoDdew:e and reports; filing md general office support; may plaD and asaign
work to staff members ilmluding setting or asaistiDg in settilll prodUctiol) schedules; may train
assigned 9lIff; may review the wort of a.ssiped staff far BCCW'llcy aDd QlIlDtity; perfolUliDg related
duties as AS&iped.

MINIMUM QUALIlICAI1QNS BEQUIIED
KNOWLEPGE. SIQ!\!,S AND ABJLITIES:
SubataDtial knowledse of office admmiS1ra1'ion and court suppOrt OpC:rations: iDtetpe:rsonel Bkills;
oral and 'lVritten oommnllication sltiIls; .mliW to operate data tmIli.DalIlUld plfllODa1 compu.ters to
cuter, organize, stare and retrieve data; ability \.Cl conduct intetVicwi Uld to record and veJ.ify
information; interperSOlIal skills; oral and. written commurllcation skills; ability to a~sist general
plIblic in procedmal matters rr:lated to coun support opcratiODS; ability to o\lmcc and provide
work direction to staff n:acmbcts; ability to inlltn1ct, train and evaluate staff members in asai~
work duties; ability to lRPafC documents, co:m:sp01ldcnce 81\d repnl'ts using word processing
oquipment and software.

IXPIBIENCE AND IIWNlNGj

Gmm1 EJperiFnge: Three ye&nI of experience in secretarial, clerical, data tenninal operation or
court IIlpport work in a criminal jUl1:ioc or rel.ted li.eId at the level. ofAdminisU'etivc Clerk L 1'hrco
}'QrI of cmWnUOllsly satisfactory pafonnance in the Administrative Clerk 1 clu5 m&y IUbstitute
for the pnn exparilmce,.but advancDDllmt iii not autoD)&l:ic and is buDd on clear orglllizatiOml1
oeed for advanced administrative support and/or lead position.

Subatitutign' Allowed; COlleie trainina may mbmtute for the Geuer1l Experience on the basis of
fifteerl semester hours equeltna OJlC-obalf year ofeJtpeftence.

meAL UgwUMENTSj
Incumbema may be n:quirod to ttlw:l in the course oftheir daily work.
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ADMINISTRATIVE SERVICES COORDlNAIOB I

UNCLAS§IFIED
.CLASS CODE:
EtO CATEGORY: 1

DI}"ISION: Branch-wide

B.G. JE·2~

B.U•.41
Effeetiv8 Dlte

CLASS DEFINITION; This clau is BCCountable for assisting in the management of a division's
administrative functions. .

SupER.VISION RECEIVED: Receives general supervision from Il11 employee ofhigb« grade.

EXAMPLES OFDU~: Assi~ in performing a varilliY of poofe5SiQl!.lil administra;tive atld
business management functions; as&ists in budget preparation by compiling and consolidating data
and projecting cl:penditures; maintains budget control by reviewing md authori%ing =J)entliturcs
and monitoring expenditures against appropriations and allotments; azlAlyzcs and approves purchase
requests f01" good.~, services, and equipment; assists with the preparation of various financial
statomen~ and reports; may assist in the fonnulation and implcmCD1ation of policies, procedures,
and programs; may advise field offices on division and Judicial Branch policies and procedures;
acts as a liaison with oth~ open.ting units, agencies, and outside officials regarding
fiscal/administrative matters; assists in the prepara.tion and processing ofp=rsODDel foDIlS and other
divisional human ~esouree functions; may assist in analyzing staffing requirements and work
schedules in field offices and may authorize schedules, shift chlJn8l'S. and overtime: assists with the
development and mainteeance of operating manuals for systems aDd procedures; may assi&t in
prepariug and oonducting training for employeesj may participate in the selection process for new
employees; performs related duties as required. .

MlNIMYM QUALrFICATIONS REQUIRED
KNOWJ.EDGE. SKILL AND ABILITY:
Knowledge of the principles and pnctict'S of public administration; knowledge of financial record
keeping 2IIld budget preparation; Imowladge of plll'soonel and purchasing practices and procedw-es;
considerable inte.xpersona! skills; considerable oral and written commuuication skills; ~ytica1 end
organizational Skills; ability Lo prepare and analyze financial documents and reports; computer
~L'

ExpERIENCE A1iP TMINING:
Genml Experience: Five years of experience in a combination of filleal/admi.cistrative fuDctioJ18
(e.g., accounting. budget managcmllnt, penormcl., purchasing, or related business management
functions).
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ADMlNISTRATIVE SERVICES COORDINATOR I

Page 2

SubitiEUtions Allowed:

I) College training mlY be substituted for the General Experience on the basis of fifteen
semester hours equalling one-balfyear of experience to a maximum of four years for a BBChc1or's
degree. .

2) A Master's degree in a related field or a law degree may be substituted for the General
Experience.

SPECIAL REQUIREMENT; Candidates must P0!l5CS$ a valid Connecticut motor vehicle
operator's license.

Thi8 replaecs the existing specification for the 5aroe class ic Salary Group JE 24 approved dfeetive
Deocmber 5, 1989. . . .
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ADMINISTRATIVE SERYICES COORDWATORn

UNCLASSIFIED
CLASS CODE: !}630
go CATEGORY; 2

DOOSION: Branch-wide

S.G.. JE24
. B.U. 41

Effective nate

CLASS DEFgilTIONi This class i& aCCOllIltablc for Bssi~g in the managtiplcnt of I division's
administntivc functions Uld perf'onning a fiill range ofprofclisionaI fiscal and administrative tasks.

SUPERVISION RECEIVED: Receives gco~ supervision frOm an employee ofhigher grade.

EXAMPLES OF DlJTTE.4ii PerfoIIlli a variety of professional adminilltrativ8 and business
management fimdioDSi compiles and consolidates budget data and projects expenditures; majntains
budget conlrOl by reviewing and authorizing etpenditures and monitoring expenditures against
appropriations and allotments; analyzes and approves purchase requests for goods, services. and
eqUipment; prepares variow. financial statements and reports; formulates and implc:ments policies,
procedures, and programs; advises field offices on division lind Judicial Branch policies and
procedures; aet8 as a liaison with other operating units, agencies. aIld outside officials reprding
fucaIladministrative.mattcrs; perfonns or oversees divisional human resource £Unctions such as
recroilment, training. etc.; analyzes stailini requirements and work schedules in field offices and
authori2el schedules, shift changes, and overtime; develops aDd maintains operating manuals for
systems and proeedures; ~elops and conducts training for employees; perfolmS related duties as
required.

MINIMUM QUALIFICATIONS REOUIRID
KNOWLEDGE. SKILL AND ABILITYj
I<nowledgc of the priDciples and practices of public administration; hIowlcdgc of financial n:c:ord
lceepiDS ud budget prcpmtion; knowledge ofpersonnel and purchasmg practices axui procedures;
considerable intCtpl!lrSonallkilla; conridorable oral and writtcln communication skills; consideIable
analytical and orPDizational skills; considerable ability to prepare and analyze financial documents .
IU1d reports; comp~t=r skills.

EXPERIJtNgj: AND T1WNING:
Ckncral ExperienPej Six years of experience in a combination of fisca1/administr2tive funClions
(e.g., .aeclnlDUng, budget management, persDnne~ purchasing, or related business management
functional·



01/20/2010 15:09 PAX 8602536388
vv,~v,.vvv v •• y~ ~A4 ~uv ••• UV&V

.J.

Enrlrl~ proDate court
~....;. .... ~ ..... ~~QOlfi/0024

ADMlNISTRATIVE SERVICES COORDfN"ATOR n
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Substitutions AllOWed:

1) CoUcse training may be substituted for thc Gencnl Expc:ricnce on the basis of fifteen
semester hours equalling one-half year ofexperience to a maximum of four Y.CIli for a Bachelor's
degree.

2) A Masters degree in *related field or a law degree may be substituted fOr one additional
year ofthe General Experience.

SPECIAL REQUIREMENT: Candidates must possess a valid Connecticut motor vehicle
operator's lie=sc.

This repla.ces the eXisting specification for Administrativc Serviccs Coordinator in the samc salary
group approved effective June 9, 1992.
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UNGLASSIOED
CLASS CQDIJ. 7298;7299
EEO CADG.Q.IY: 1
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.ruDiClAL DISTRICT CHIEF CLERK

S.C, .Q: 36/37
B.tT,41
EFFECTIVE DATE
April1t, 2001

DMsION: Superior Com

CLASS DEFINITION: This class is accountable for directing, managing, supervising, and
administering all Superior Court Operations functions within a Judicial District and for directing the
daily operations ofa Judicial District ChiefClerk's Office in accordance with Cli~lisbedCourt
Operations' policies anei proceclures.

SUPEBVlSION gCEIVED: R.eceives supervision from the Administrative JUdge and
receives administrative direction from the Director of Court OpCIlltions.

SUPERVISION I.XERCJSEDj Directs muagerial. profCliSional, clerical, and st&trio. the
assigned Superior Court Judicial District, Judicial District CIMk's office and other offices in the
district.

EXAMPLE OF DlJTIES: DiIllCts mel coordinates activities of the Judici~l District, geographic
area, juvenile matlCl5, and housing clerks' offices, cauf]ow coordinator, the official court reporter
and suc:h other staffas assiped; directs the staff and operations ofa 10 elm)('. office, which is
responsible for pnx:esling civil. criminal. and family cases in compliance witb case law, statutes,
and rules of practice; coordinates, plans, and manages 1D and offi~ systems and activities with
established Court Operation's and other Judicial Branch policies and procedures; directs cllScflow
activities; formulates office goals and objectivcs; emblisbes and maintains policies and procedUIes
to ensure complianoe with statutes, case law, and roles ofpractice; .establishes proc:cd.ures for juror
management; directs and establishes work now plans; interprets and administers pertinent laws,
statUtcs, and rules ofpractice; eondUt.ts perfonnance evaluations; provides stafftrlining and
assistance; maintains contacts with individl1als both within and outside of the Judicial Branch who
might impact eoutt activities; provides tecbnicallDd cODlUltati1le aisistanee to attorneys and pro sc
parties regarding legal or procedural matters; ICts as tTUstee ofcourt funds; prepares and maintains
financial records IIld OVCDOCS financial matters for the clerics' offices; under 1he direction ofthe
Administrative JudlC, coordinates tho usc ofcourt facilities; analyzes the cffectivonClS ofca.seflow
programs; may .supervise the maintenance and security of court facilities; provides iDronnation and
reportl! as requiTed; performs related duties as J'CCluircd.

MlNIMJJM QVALIDCATIONS BEOtJJUI)
KNOWLEDGE. SKlLL AND ABDdTY:
Considerable knowledge ofcollrt operat!ons and administration; considenble knowledge of law and
legal prooess, legal principles, and practice; considerable knowledge ofrelevant policies, procedures
and operating systems; considerable knOWledge of and ability to intCfl)rtt and apply relevant state
and fcdcrallaws 8nd mlca ofpractice; considerable knowledge of and ability to apply managflmllJt
principles and teclmiqucs; considerable interpersonal skills; considerable oral and written
communication skills; computer skills; considerable problem ~olving ability.
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JUDICIAL DISTRICT CHIEF CLERK
Page 2

EXPIBQ;NQ AND TBAlNING;..
GeDlnl Experl'Pee; Membership in the Connecticut Bar and four years ofprofessional
administrative md supervisory experience.

~ Professional experience wiD be intl!ltpl'eted. as wolk which requires knowledge ofteehnical
principles and practices ofadministration and requiriDg independent judgc:meot and lI11tlysis in their
application.
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UNCLASSIFIED
CLASS CODEi 9929
EEO CAIEGOBX: 1

s.c. JE32
B.U. 41
EFFECTIVE DATE
April 11, 1001

DMSION: Superior CoUrt

CLASS DEFlNIIlON: This class is accountable for directing the daily.operations of the Clerk's
Office in a low-to-moderate volume geographipal area in lCCOrdllDOe with established Court
OptrlliODi' policies and procedures.

GUIDELINES FOR CUSS USE: Auignmcmt of geoppbic area clerks to low/moderate or high
volume designations will be determined by the Chid Court Administrator based on
recommendation~ from the Execu.tive Director of Operatiom, Superior Court.

SUPERVISION BECElV!tD: Receives supervision from the Judicial District Chief Cluk and
receives administrative direction from the Director ofCourt OparlItions or designee(s).

SJIPERYISION EXERCISED; DiJeets office &taff, including Deputy Clerlcs, Courtroom Clerks,
clerical. and other staffas assigned.

EXAMlI/ES OF DUTIES: Diraeta the staff and operatiODS of the GeogIlpbical Area Clerk's
Office which is responsible for processing criminal, motor vehicle, civil. and small claims cases;
coordinates., plans. and manages office activities in accordance with established Court Operation's
and 0111Clf Judicial Brauch policies; directs caaeflow activities; formulUcs office goals and objectives;
establishes of&e policies 81ld procedures for review of motions, orders, judgmCll15. and other co~
matters to ensure compliance with statu.tes, case law, and rules ofpractice; establishes procedures
for juror manlliement; directs and establishes work flow plans for all case processing, accounting.
boDkkeeping. record keeping, lOci clata processing staff; iDterprets and admiJlisten pertinent laws,
statutes, and JUles of practice; conducts perl'onnance evaluations; provides staff training and
assistance; maintains contacts with individuals both within and outBi~ ofthe Judicial Branch who
might impact on office activitiell; provides tccbniCl1811d consultative' assistance to attorneys aDd pros
se parties regarding legal or procedural matter!; 1ICt5 as 1JUitee of court funds aDd is responn'bLc for
maintaining financial records. babncing accounts, prcpDring financial statements and reports,
en.!luring the proper receipt md deposit of all court funds, and reviewing audit reports, bills, and
invoices for payment; prepares statistiw, financial, and other reports and correspondence as
necessary for planning, budsetin$. or expenditure monitoring; performs related duties as required.

MINIMUM QUALIFICATIONS REQUIRED
KNOWLEpGE, SKILL ANP AlaIn;
C01ll1derab1c knoWledge of the polieies, procedurss. and DPct11ting systems of a clerk', office;
consicierablolcnow1edS" of and ability to inteIprct and apply rclcvlnt state and fcdora11a.ws and rules
ofpractiec; lmowlBdgc ohnd ability to apply mmagcment principles and toehDiqucl; cons.i.cicnhle
interpersonal skills; considerable oral and written communication skills; computer 1ki11s
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DEPUTY CHIEF CLERK I FOR GEOGRAPffiCAL AREA MAITERS
Page 2

ExpERIENCE AND 11WNING;

Geg era) 'meriepee: A law degree snd three years ofprofessiOlllLl~tive aM supervisory
experience.

~ Professional experience will be interpreted as work which Iequires koowIedge ofteehnical
principles and practices ofadministration and requiring independcot jud8DIent and IUlllysis in their
application.

iUbidtldtol Allg':

1) AMasteT's degree in PUblic Administration or a related field and three years ofadministrative
or supervisory experience in court administration may be substituted for the General Expcriecce.

2) 'l"hne ¥CIlS of experience u a manager in court admini..tnItion or as a Deputy Clerk.,
Geognpbical Am rnay be substituted for the General Experiellce.

This replaces the spccificatiQD for Geographical AIes Clerk I in the same sallU}' group approved
effective June 17, 1996. (supervision received)
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DEPUTY cumf CLERK U FOB GEOGRAPHICAL AREA MAnERS

'.

UNCLASSJDED
CLASS CODE: 9930
EEQ CATEGORy; 1

DMSION: SuparioT Court

S.C. JE31
B.U. 41
EFFECTIVE DATE
April 11. ZOOl

CLASS DEF1NITION: Thie class is aceoumabl~ Cor directiuS the daily operations of the Clcrlc's
Officc in one of tho following types oC geographical IIRIU in accordance with establi.bed Court
Operations' policies and proecduret:

1) In a high volume gcographicalarca. or

2) In a low to moderate volume geographical area with the additional respomiibility for Part A
criminal matters.

GUIDELINES FOB CLASS USE; AsBigmnant oC gcographic IIe& clerks to low/mockrate orhigh
volume daignations will be detcnnincd by the Chief' Court Administrator basod on
recommendations from the Executive DiIllCtor of Operations, Superior Court.

SUPQYlSlON REetIYED: Reccives supervision from the Judi<:ial District Chief Clerk and
receives administrative direGtion frOID the Director ofCoUJt Operations or decignee(s). '

SUPERVISION EJEROSID: Dimets office staff. incl\lding Deputy Clerks, Courtroom Clerks,
clerical, and olher staff is assigned.

EXAMPLES OF DumS: Directs the staff aDd operations of the Geographical AIea Clerk's
Officc which is responsible for plOcessing Put A aud B criminal matters, motor vehicll!, civi~ and
small claims casesj coordinatea, planSt andmmagcll offico activities in aeetlrdance with established
Court OperatiQl1'S and other Judicial Branch policies; directs cuef10w activitics; formulates office
goals and objectives; establishes office policics and procedures for review oC proposed motions,
ordm, judgments. and obr court maltcrs and outcomes to ensure compliancc with statutes, c;ase
law, aDd rules ofpracticc; establishes proccclurcs for juror management; directs and establisbes work
flow plans for all caso processina;. accounting, bookkccpiDg, record keeping, IIIld data processing
sta.tf; intmpret$ and adminiaters pertinent laws, st&tutes, and rulm oCpractice; conducts pmormance
~va1uatioDS' provides staff'training and IIIsistanCCj maintains contacts with individuals both within
and outside oftbe Branch Wbo might impact on office activities; provides teehnicalllDd consultative
assistanCe to attorneys lIIld pros se parties reg.ttd.ing legal or procedural matters; may be required to
testify OD c:ourt related mattersj,acts as trustee of court fimds and is responsible for maintaining
financial records, baJlmcing accounts, pn=paring financial swements and reports, cmuring the proper
receipt and deposit of all ClOurt funcb, and reviewing audit reports, bills, ancl invoices for payment;
puparc5 statistical, financial, and other reports and correspondence as neeeasary for planning,
bUdgeting, or ~enditure monitoring. performs related duties as required.
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DEPUTY CHIEF CLERK nFOR GEOGRAPHICAL AREA MAITERS
Page 2 -

MINIMUM QUALmCADQNS RlOJJlRED
KNOWLEDGE, RpM. AND ABlLlTX:

Consida:l'able knowledge of the policies, proceciurcs. and operating systems of l clerk's office;
considerable k:nowlcdiC ofand ability to interpret and apply relevIDt state and fedenllaws and ru1e&
ofpractK:c; 1cDo1vlccige ofand abi1i1y to apply manqcment principles and teebniqucs; considerable
interpersonal skills; considerable oralllJld written communication slcills; computer skills.

''''EBlINg AN]) TRAINING:

GMorallJperlCDCC: A law degree _ three yem ofprofessiODll administrative and supervisory
experience.

Note; Professional ex.pericmoe will be interprotcd as work which is predominantly intellectual and
varied in character, involves the Q)Dsistriat exercise ofdiscretion and judgment. is ofsuch a cbaracter
that the output produced or the tcswt accomplished cannot be staDdard.iad in relation to a given
period ofame, and rEKLuires knowledge of a type normally gained through lonna! educationlttaining
procedures.

Substjtgtiop. AlIO!Yed;

1) AMaster'sd~ in Public Administration or a related field and three years ofadministrative
or supervisory experilll1Ce in court administration may be substituted for the General Experience.

2) Three years of experience u a manager in court adminilitratiOll or as a Deputy Clerk.
Geographical Area may be substituted for the General Expa;cucc.

This replaces the specification for ~graphicalArea Clerk n in tho lime salllQ' sroup approved
effective June 17,1996. (supervision rcc:cived)
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DEPUTY CRIEF CLERK. m FOR GlQGRAPBlCAL AREA MAUERS

•

JJNCLASSlFlED
CLASS CODE; 9930
EEQ CAtIGQBv; 1

. S.G. JE 36
B.U. 41
ltFFlCllVE DATE

AprU lIt 1001

DMSION: Superior Court

C,MS DEFINITION: This class is accountable for directing the daily opentions of the Clerk's
Office in a high valume geographical area, including responsibility for Part A criminal mattcts. in
accordance with establiJhcd Court Operatioos' policies and procedures. .

GUIDELINES FOR CLASS VSE: Assignment ofgcogt1pbic area clerlcs to lowlmodcrate orhigh
volwnc designatioDl will be detemUned by the Chief Court Administrator based on
recommenclatiom from the Executive Director of Operations, Superior Court.

SUPERVISION RECEIVED: Receives supC'J'Visioll from the Judicial District Chief Clak and
r~vel administrative direction from the Director of Court Operations o)'_dcsignee(s).

SUPERVISJON EXERCISED; Directs office atafr. including Deputy Cletks, Courtloom
Clc:rks, clc:ric;al; and othflr &taft' as assigned.

EXAMPLES OF DUTIES: Directs the staff and operatioJUI of the Geographical Area Clerk's
Office which is responsible for processing Part A and B criminal matters, motor vehicle, civil, and
small claims cases; coordinates, plans, and manages oflicc lICI:ivitiea in ~ordancowith established
Court Operation's~ other Judicial Brllllch policies; directs caseflow activilis; fonnulaies office
goals and objectives; establishes office policies and procedures for review of proposed motions.
orders, judgments, and other court mattcr& and outcomes to ensure compliance with statutes, case
law, and rules ofpractice; eslablishes procedures for juror management; directs aDd establishel work
flow plans for all case processing, accounting, boolclceeping. record keeping, and data processing.
staff; iDt.eIprCU aDd administers pertinent laws, statutes, and rules ofpracticc; conc.iucts perfo!'lJlCCe
evaluations; provides staff training and assistance; maintains contacts with individuals both within
lind outside oftbe Branch who migbt impact 01\ office activities; provides teebnieal and consultative
assistance to attorneys and. pro lie plrti.ea regarding lepl or procedural matterl; may be required to
tCl5tifY on court related matters; acts as truBtee of court fiJnds and is responsible for maintaining
financial records, balancing ICCOunts, pIllparing financial statements and reports. llIlSUring the proper
rcecipt and deposit ofall court funds, and reviewing audit reports, bil1s. aad invoices for payment;
ov~s the receipt, storage, and dispositioll of5eizcd property; prepares statistical, financial, and
other reports and COlftIPOlldcnce as DeCCiSary for plaruring, budgeting, or expenditure monitoring;
performs related duties Illl required.
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DEPUTY CHIEF CLERK In FOR GEOGRAPHICAL AREA MATTERS
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MlNIMUM QVALmCATIONS BEOUIRED
KNOWLEDGE. SKILL AND ABILITY:

.Considerable knowlqe of the policics. procedures. and. operating systems of a clerk's office;
colllidcrablc knowledge ofand ability to interpret and apply relevant state and fcdcrallaws and roles
ofpl'llCt:ice; knowledge ofand ability to apply management principles and tedmiques; eonsiderable
interpersonal skills; coDSidcrableo~ and written communication skills; computer skills.

EXPERIENCE AND IIWNJNG:

Geller" alpericgGCi A law degree and four yem ofprofessional adminis1lative and supervisoI)'
experience.

tfIlI1 Professional experience will be interpreted as work which i.s predominantly intellectual and
varied in character, involvel5 the concistent exercise ofdiSa'etion lUIdjodgment, is ofsuch a character
that the outpufproduced or the result accomplished cannot be standardized in relation to a given
period ottime, and requires lmowtedge ora type nonnally gained through fcnnaJ educationltraining
procedures.

Spb.dtntlOI' AUowedi

1) A Muter's degn= in Public A.dmiDistration or a rolated field and four years of administntive or
supervisory experience in court administration may be substituted for the Geueral Experience.

2) Four years ofe.xpcrieace as a IDIDagClr in comt adminiBtmIion or as aDepUly Clerk. Gcographic:a1
Area may be substituted for the Gcncnl Experience.

3) One year of experience as a Geographical Area Clerk I or II may be substituted for the General
Experience.

'Ibis replaces the specification fur Gecgraphicalluca Clerk ill in thc ADlC 58Jary FtIUp approved
effective June 17, 1996. (supervision received)


