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ENFIELD PROBATE COURT
820 ENFIELD STREET
ENFIELD, CT 06082
PHONE: 860-253-6305 FAX: 860-253-6388

MEMORANDUM

DATE: 1/20/2010

TO: BUDGET COMMITTEE C/O PROBATE ADMINISTRATION
V1A FAX, 24 PAGES

FROM: LINDA CHRZANOWSKI, CLERK
RE: 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 Execurve Secretary,
Superior Court Administrative Clerk I and Administrative Clerk II, Superior Court Services
Coordinator I and Setvices Coordinator 1. Copies of the job descriptions for these positions are
attached.

At the time of my research 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 tesearch (Exhibit 1) for your review. The current salaties for some of the positions are
noted in patentheses. I have not been able to determine the current salaries for the remaining
positions. 1 can attest that it was particularly heartbreaking when I discovered in 2006 that a secrctary
with much less responsibility in her position was making over $8,000 more per year than 1 was.
Consequently, T believe the Committee should investigate salaries for like positions outside of the
Probate Court system and compensate court staff simularly.

I urge the Commurtee to include a provision for an annual cost of living increase for each staff
posttion, as well as a provision for performance increases as warranted.

Numerous tumes 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 clerks, but when it comes Lo
compensation, it frequently seems that judges are not willing to “put theit money where their mouth
is.” I am fortunate that Judge Warner has made every effort 1o compensate me at a level
commensurate with my expetience 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 cansideration.
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W FTlAsnitont; PTAgktonts Solary2005  Yrs. In Poshion
Probate Clerk/E. Hartford 3689 3 2 41506.00 6
Probate Clerk/Monchester 4515 2 2 45304.00 19
Probats Clerk/E. Windsor 2673 1 o 36,314.00 7
Enfield Dpty. Town Clerk nia 4 2 45,671.00 7 (‘f‘i,‘?alg
Enfleld Town Atty. Secy. n/a nla nla A1418.00 r (44,368
Enfield Town Mgr. Secy. n/a na na 46.558.00 &5 (Y4,350)
SC/Admin. Cletk | nia ? ? *39,064.00 Na
SC/Admin, Clerk |l na ? ? *4571.00 n/a
SC/Admin, Sva. Coord. | n/a ? ? *80A55.00 n/a
SC/Admin. Svas. Coord. 11 nla ? ? *66,388.00 nla
*medion average
Probote ClerkfEnfield ®77 1 0 3827200 B35
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PROBATE CLERK DUTIES

Record the doings of the court

Receive and file papers

Have custody of the court files and records

Keep the court’s seal

Certify court records and files

Make up, amend and complete any imperfect or unfinished record

Make recards of all proceedings required to be recorded

Shall have the same powers as chief clerks of the superior court for the purpose of certifying to
the authority of any judge

Sign any process or other document requiring the signature of the clerk for the court location
for which he is appointed

Notify counsel, in writing, of the decision, order, decree, denial or ruling of the court

Keep a general index of the records of all estates which have been or are pending

Make orders of notice of hearing

Prepare drafts of court orders under the direction of the judge

Request that the Probate Court Administrator cite a judge from another district to serve as
acting judge

Adjourn a hearing if the judge is not present at the assigned time

Administer oaths

Acknowledgement of any instrument in this state

Open mail, pull files for insertion of mail and take appropriate action

Enter applications received on a tally sheet for the Probate Administrator’s statistical report
Clip legal notices from the newspaper and file in appropriate files

Process passport applications

Transmit appropriate documents to the Department of Revenue Services, Department of
Administrative Services and Probate Court Administrator’s office

Maintain bookkeeping records of accounts receivable, accounts payable, cash dishursements,
cash receipts, bank deposits, payroll records and health insurance payments

Maintain a forms supply

Maintain and order office supplies and execute purchase orders

Maintain a tickler file

Keep informed of statutory changes and recommended procedures in various probate
proceedings.

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

Supervise and instruct subordinates in routine clerical tasks and to check to see that tasks are
completed in accordance with instructions

Be proficient with computer applications, such as data entry. word processing, payroll software
and electronic communications.
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TOWN OF ENFIELD
JOB DESCRIPTION

TOWN CLERK
DEPUTY TOWN CLERK

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 EXERCISED: Supervises and trains staff as assigned.

Sola -5, 77,

ESSENTIAL'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
Iinclude 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.

MINIMUM 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; abllity 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://proxy2/HR/Jobs/Deputy_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 schoo! 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 positicn.
Revised: 2-1-99

http://proxy2/HR/Jobs/Deputy_Town Clerk.htm 5/4/2006
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CLASS CODE; 9462; 7279 B, 41/43

EEQ CATEGORY; ¢ EFFECTIVE DATE
March 11, 2003

DIVISION: Branch-wida
CLASS DEFINITION;

This clase ix aecountable for independently supervising admimistrative support or Coustroom Clerk

" staff aor for performing advanced sdministrative support or complex tachnical support tasks &t 4

paraprofessional leve! in a judicial aarvice anvironment,

1TID S USE:
This cless represents ths highest fevel of administrative gupport positions in the bsrgaining umit.
The clusr hae four distinei uses: .

Administrativg Agsistant (advanced tachnical or administrative mupport, or supervision of
specislized administrative support services);

Assiziant Jyvonile Matrers Clark

Cleriz periiser

Courtroom Clerk 2 (for 65% ov mare of their time, parforms ot advanced Cowrtroom Clerk
or Supervising Cowtroom Clark);

b lhe Adminictrativg Aspistans wses of the class, posibons esrve in a paraprofesgional role in
complex, specialized or technical administrative support functions. For example, this tiay inchade
paraprofossional practice of technical work 1o such artas a5 telecormumications ar the supervision
of complex accounting suppart work or the wost complex tnd involved esszgumams of court
SeRort pervices, .

In the Asosegnr Juvenile Matigrs Clerk ese of the class, positions perfonn complex juvanile case
fil: management in conditions of strict confidentiality including terving as Courtroom Clerk in
Jjuvenile matters,

In the Clgrical Supervisor use of class, positions function as full time supervisors of an
sdministrative support seff typically consisting of Office Clerks and Administrative Clerks I.

In the Coyrerogm Clerk T uses of class, incumbents are required to dirsetly supervise or Lo geTve as
strong lead for other Courtroom Clerks including providing their taiping and daily work

- assignments, but not performance review. In jurisdictions havisg only ome Courtroom Cletk,

incumbents may serve a3 lead persom for other court services staff members. In cither case,
incumbents are required to perform at an advanced level of competence in courtroom clerk
asgighments including serving judges in highly complex and involved cases.

Advancement to this class is not automstic. The class is intended to afford career progress
opportunitiss both in administrative guppart services and in courtroom clerk oscupations but is

= guuysrovzg ———



8% BRI iobate Gourt

ADMINISTRATIVE ASSISTANT
Page 2

timited to well-qualified and proven incuntbents in their respective fields of work and eppoitment -

must be based on demonstrated need for such positions.

SUPERVISION RECEIVED: Works under the general supervision of an smployes of
highar grade.

SUPERVISION EXERCISED: May wpervise lower level siaff as astigned, inchiding providing
training, making work assighments and reviewing completed work for accuracy.

EXAMPLES OF DUTIES:

nive Assi es;

Suparvises assigned staff in performing such work as: dafa terminal opesation, cowt data
mandagement iuciuding data orgenization and retricval, and production of ‘finished data mo@s;
proparstion and maintenauce of case fles and information for preseatation i court; assisting
clients, attoreys, pro se parties and ingmbars of the public in cornpieting procedural papers and by
explaining oourt procedurss and court-oriered conditions of compliance; prepering documants
such a5 repons, comesnondencs, notifications to pariies, records and astivity logs; petforming such
cierical waork a3 typing, filing and general office support. Inctmmbents mey supervise staffl in
pesting, compiling und reconciling acesunting support data such as accounts payable, receivable
and payrol] processing. .

Positions may be essigned to perform specializsd or tecimical work such as: planning, schaduling
and oversesing the installation of telecommunicalions systams; agsisting in the adminigtration of
Brinch-wide purchasing; overseeing the managemsnt of complex and sensitive case files.
including reviewing file content for completeness and providing insauction ta support staff in
propier case Sle development for the 2ourts,

§ v Jyvens e

Maintains court dockets and disries of hearing assignments and case reviews; recards judgmenis,
orders and ofber fle eatries; coordinates and amranges appoiniments of counsel and refmral for
verious professional services; executes and conrdinates propar service of notice, summons and
subpoena, including notice by publication and remistered mail; reviews billings for sccuracy and
arranges for the payment of fees; provides for the arderly assignment of alf cases for approprizte
court hearing and assures that sll files are prepared for hearing; provides or oversecs all statistical
seporting, boolkeeping, supply requisitioning, oourt attendsoce, execution of legal or count
documents and file maintepance; may act for the Juvenile Matters Clerk during absencas; may
supervise assigned staff s designated by the Cleck or in the abseace of the Clerk; may perform
duties outlined in the Courtroom Clerk job description, performs related dirties as required.

— EMUvUTrTrguE———
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ADMINISTRATIVE ASSISTANT
Page 3

K 4 :

Sapervises clerical staff; traing assigned staff mombers; assigns and revisws werk for ascuracy and
timely completion; detexmines work prigrities; may establish record kseping systems; provides
input to staff performance reviews; analyzss and revises office prosedures; coordinates worldflow
with staff and related work units; mey serve as cowrtroom clerk; provides secommendations
regarding administrative policies apd procedures; types or word processes & vasély of
carrespondence and reparts, many of which involve confidential information; may receive and
recerd revepues nd fems; may prepare financial and budget reports; meintains inveptory control
and maintenance schadules for office equipment; performs other ralated dutizs as required,

Conrtroom Clerk 2 uses:

Supervises the work of Courtroom Clerks { inclydiog training, malking work assigpmeuts and
schaduling courtropm service, Performs coustroom clerk Service in assigned courtrooms including
assembling cass doctments, reviewing documents for completencss and in accordance with the
preferences of judges; assisting judges gt court in the flow of documents, properly recording
notions and orders, recording and safekseping sxhibits; sw=aring thase who provide testimony in
courl; and agsuring the proper complation of dacuments resuiting from judges' orders. As edvanced
Courtroom Clerks, incumbents typically are called upon 1o serve gs courtroom clerl: for involved,
complex or senotive trials and hearings.

MINIMUM QUALIFICATIONS REOVIRED
D S:

Advanced knowledge of offies administration and cowrt fupport opepations proccdures,
considerable interpersopal skills; considerable ora) and written commuuication skills; ability to
operate personal computers to eztet, organize, store and retteve data and to producs complex
wiritten reparts and records; ability to condust interviews and to record and verify information;
ability to asaist general public in procedural metters relaled to court suppont operations; ebility to
supervise and provide work direction to staff members; ebility to instruct, train and evaluate staf
memert i1 assigned work duties.

Gieneral Bxpegieges; Five years of experience in administrative support, accounting support, or
eourt support work. ‘ -

Substitutions Allowed; College training may substifute for the General Expericoce. on the basis of

ffteen semester hours equaling one-half year of experiance to 2 maximum of two years for an
Associate's degree.

Intumbents may be required to travel in the course of their daily work.

_ o008 0034 ———



';9'4.“!"&.’& %?;92’536388 L‘nl;!ﬁ%(l S Tobate Court

34 393 ¥H43,74Y

ADMIN E

UNCLASSIFIED S.G. JEANZ 12

CL.ASS CODE: 9762; 9447 B.U. 41/43
EEO CATEGORY: 6 EFFECTIVE DATE

March 11, 2005

DIVISION: Brinch-wide
CLASS DEFINITION:

* This class is accountable for independenily performing a broad range of tasks at 2 trained and
bagically-skilled level in such functions as operation of data entry equipment, word processing.
document processing, public service and gensral office support in a judicial service cpvironment,

UIDELINES FOR CLASS USE:

This class consoligaics the working titles of: Administrative Cleck; Court Services Clerk; and Data
Terminal Operator. Positions allozated to this class may seeve several functions in support of the
Branch’s courts, including dara terminal pperation, court services tasks, prepacation of case ﬁles for
court, meeting and assisting ettomeys and the public with procedural maners, receiving and

accounting for czsh wnd, in some cases, serving as intenmitient or occasional covroom clerk. The .

class 15 distinguished from Adminisirarive Clerk 11 in that the Adminiscative Cleck [l clas_.s i's
recagnized s an advanced journey level class in which strong administrarive skitls are required,
where job components invelve substantial complexiry and in which incumbents may he sxpected to
serve as lead praple of from three 1o five other stafl members. Advancement from Admiustrative
Clerk 1 to the Admimgrrative Clerk 11 level is not automatie but {s. available to incumbents in the
Admimisirative Clerk | class after strong performance of tiree vears coupled with the
administrative need for advanced adminisirative support and/or lead position.

v

SUPERVISION RECEIVRED: Works under the peneral supervigion of an employee of higher

urade, .

EXAMFLES OF DUTIES:

Opens case flles; prepares Sogs of cases; sends antices of judgments and sourt orders; schedules
irearings and other count pracegures; nperates ¢ data terminal or personal computer 10 record court
relzted information and to prepare court files and papers required for court procasdings; receives,
transmits, corrects, updaies and retrieves court related information; organizes and prepurel
documents and records for processing and distribution; maintains files of source documents;
rmaintains court calendars; mosts and grests the public at m public service counter including
reception, receiving, receipting and accounting for cash payments, essisting the public in
completing and filing documents; performs telephone reception including providing general
information to the public as authorized; prepares a variety of word-processed or typewrirten
materials, may prepars bank deposits and perform other routine bookkeeping tasks; may assist in
training co-workers and answering their routine procedural questions; may serve when needed and
on an intermattent basis as courtroom clerk; performs other duties as required. ‘
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ADMINISTRATIVE CLERK 1
Page 2

MINIMUM QOUALIFICATIONS:

Gonera! Exgeriguce: Two years of clerical experience, May be requircd to demonstrate proficiency
in word processing, data t=rmine! operation or other related skills.

Substitution Allgwed: Two years of clericel experience at or above the level of Office Clerk may
be substituted for the General Experience.

An incumbent classified as Office Clerk shall be advanced to Administrative Clork 1 upon
completion of two years in the Office Clerk class with satisfactory demonsteation of required skills
and abilities and a sarvics rating of satisfactory or better.

Lguoloreuzs
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This class is accountable for independently performing @ broad range of administrative support
tasks at an advanced and highly-skilled level in such functions a3 operating and Jeading the
operation of data entry cquipment, word processing, document processing, court data management,
court services and seczetarisl support in a judicial service environment.

SUIDELINES FOR CLASS USE:

This clase incorporates the advanced journey level of administrative support positions in court
administrative services where job components invalve substantial complexity, requining strong
administrative skills and where Incumbents may be expected to serve as lead people. Typical job
assignments complex ssoretarial assignments particvlarly if they involve serving in & lead capacity.
This class consolidates the working titles of: Secretary 1 and Date Terminal Supervisar. In those
inctances where positions presently carrying the title of Secretary are assigned duties encompassed
by the Guidehines for Class Use, they may be allocaied (o this class.

The class is imended to efford a career pathway for administrative support staff members who
chooge not to ester the Cowrtroom Clerk career pathway. The cless is available to those
Administrative Clerks ] whose work ¢learly requires an advanced level of skill, ability aund
responsibility and may require the incumbent to serve ag lead person.

Tagk assignments may include a broad range of administrative support work including data
terminal operation, but may also inolude those positions serving as Data Terminal Snpervisors with
the understanding that in typical settings, those Supervisors perform soveral sdminisirative support
fimcticns in addition to data terminal gperation. Data Terminal Superviser positions fit this class
when their duties involve the most complex of court data masagement and when these positions
require serving as lead person for a staff of from three to five Administeative Clerk I's. (Full
supervisors of large groups of six or more Administrative Clerk I's may qualify as Administrative
Asgistant.)

Advancement to this class is not antpmatic, It 15 available to incumbents in Administrative Clerk [
positions after strong performance of three years coupled with legitimate organizational need for
advanced administrative support and/or lead positions. Appointment as 8 lead person will be
congidersd according to the numbaers of staff requiring the asgistance of a lead person for training,
instruction and work direction.

«12.08 FAX 8602536388 Lntield Probate Court _G00I170024
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CLASS CODE: B.U. 41/43

EEOQ CATEGORY: 6 ' EFFECTIVE DATE
March 11, 2005

DIVISION: Brench-wide

CLASS DEFINITION:
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ADMINISTRATIVE CLERK 11
Page 2

SUPERVISION RECEIVED ; Works under the general supervision of an cmployee of higher
grade
SUPERVISION EXERCISED: May lcad otber assigned staff members, including assisting in

their training, making work assiguments and reviewing completed work for accuracy.

Performs advanced administrative support services and may ovarsee and Jead others in such areas
as: court datz management; data terminal operation, including data eatry, data organization and
retrieval, and production of finished data records; interviewing clients; compiling and docomenting
information about clients and about new orpending court matters; assisting clients, attorneys, pro
s¢ partias and members of the public in completing procedural papers and to explain court
procedures and coust ordered conditions of compliance; preparing case information, case records
and fles for court presentation; preparing documents such as reports, correspondence, notifications
to parties, records and activity logs; performing such secretarial work as word processing or typing
documents, corréspondence and reports; filing and geoeral office support; may plan and assign
work to staff members including setting or assisting io Setting productios schedules; may train
assigned ®aff; may review the work of assigned staff for accuracy and quantity; parfonning related
duties &5 assigned.

MINIMUM QUALIFICATIONS REQUIRED

Substantial imowledge of office administraton and court support operations: interpersonal skills;
oral and written communication skills; ability to operate data terminals and persanal computers to
¢ater, organize, store and retrieve data; ability to conduct interviews and to record and verify
information; interpersonal skills; oral and written communication skills; ebility to assist general
public in procednral matters related to court support operatons; ability to overses and provide
work direction to staff members; ability to instruct, train and evaluate staff members in assigned
work duties; ability to prepare documents, correspondence and reports using word processing
equipment and software.

EXPERIENCE AND TRAINING:

Ceneral Exparience: Three years of experience in secretarial, clerical, data terminal operation or
court support work in & criminal justios or related fisld at the level of Administrative Clezk I. Thres
years of continuously satisfactory performance in the Administrative Clerk 1 class may substitute
for the general experience, but advancement is not antomatic and is besed on clear organizational
need for advanced administrative support and/or lcad position.

Subgtitutions Allgwed: College training may substitute for the General Experience on the basis of
fiftean semaster hours equaling one-balf year of expetience.

SEECIAL REQUIREMENTS;
Incumbents may be required to travel in the course of their daily work.

S@uurzsonza
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EEQ CATEGORY: 2 . Effective Date

DIVISION: Branch-wide

CLASS DEFINITION; This class is accountable for assisting in the mansgament of a division's
admipistrative functions. ) '

SUPERVISION RECEIVED: Receives general supervision from an employee of higher grade.

EXAMPLES OF DUTTES: Assists in performing a variety of professional administrative and
business management functions; assists in budget preparation by compiling and consolidating data
and projecting expenditures; maintaing budget control by reviewing and authorizng expenditures
and monitoring expenditures against appropriations and allotments; analyzes and approves purchase
requests for goods, services, and equipment; assists with the preparation of various financial
Statements and reports; may assist in the formulation and implementation of policies, procedures,
and programs; may advise field offices on division and Judicial Branch policies and procedures;
acls as 2 liaison with other operating units, agencies, and outside officials regarding
fiscal/admindstrative matters; assists in the preparation and processing of personnel forms and other
divisional human resource functions; may assist in analyzing staffing requirements and work
schedules in field offices and may authorize schedules, shift changes, and overtime; assists with the
development and maintenance of operating manuals for systems and procedures; may assist in
preparing and conducting training for employees; may participate in the selection process far new
employees; performs related duties as required. * .

M IFICATIONS
8) D S :
Knowledge of the principles and practices of public administration; knowledge of financial record
keeping and budget preparation; knowlsdge of personnel and purchasing practices and procedures;
cansiderable interpersonal skills; considerable oral and written communication skills; analytical end
o;,;;ﬂazﬁzaﬁonsl gkills; ability o preparc and analyze financial decuments and reports; computer
skille. ' .

EXPERIENC ; G:

Gengral Experience:  Five years of experiencs in a combinstion of fiscalfadministrative functions
(¢.g., accounting, budget management, personnel, purchasing, or related business management
functions). ‘
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ADMINISTRATIVE SERVICES COORDINATOR I

Page 2 i . /

Substiputions Allowed:

D College training may be substituted for the General Experience on the basie of fifteen
Semester hours equalling one-half year of experience to a maximum of four years for 2 Bachelor's

degree.

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

SPECIAL REQUIREMENT; Candidates must possess a valid Connecticut motor vclnc]e

operator's license.

This replaces the existing specification for the sarne class in Salary Group JE 24 approved eﬁ'ecnve
December 5, 1989, »
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AD CES COORD OR I
UNCLASSIFIED - 8.G: JE 24
CLASS CODE: 9630 - BU 41
ERO CATEGORY; 2 Effective Date .

DIVISION: Branch-wide

DE ION; This class is accountable for assisting in the management of & division’s -
administrative functions and performing a full range of professional fiscal and administrative tasks.

SUPERVISION RECEIVED: Receives geaeral supervision from an employes of higher grade.

EXAMPLES OF DUTTES: Perfonms a variety of professional administrative and business
management functions; compiles and consolidates budget data and projects cxpenditures; maintains
budget control by reviewing and authorizing expenditures and monitoring expenditures sgainst
appropriations and allotments; analyzes and approves purchase requests for goods, services, and
equipment; prepares various financial statements and reports; formulates and implements policies,
procedures, and programs; advises field offices on division and Judicial Branch policies and
procedures; acts as a liaison with other operadting units, agencies, and outside officials regarding
fiscal/administrative. matters; performs or oversees divisional human resowrce fimctions such as
recruitment, training, etc.; analyzes staffing requirements and work schedules in feld offices and
authorizes schedules, shift changes, and overtime; develops and mainteins operating manuals for
systems and procedures; develops and conducts training for cmployees; pcrfo:ms related duties as
required.

S RE
(0] S ILITY;
Knowledge of the principles and practices of public administration; knowledge of financial record
keeping and budget preparation; knowladge of persannel and purchasing practices and procedures;
congiderable interpearsonal skills; considerable oral and written commmunication skills; considerable
analytical and organizational skills; considereble ability to prepare and analyze ﬁnmml documents '
and reparts; eoroputer skills.

General Experience;  Six years of experience in a combination of fiscal/administrative functions

(e.8. accounting, budget management, personnel, purchasing, or related business managuncnt
functions).
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ADMINISTRATIVE SERVICES COORDINATOR 1
Page2

itutio: ed: .

1) College training may be substituted for the General Experience on the basis of fifteen
semester hours equalling one-half year of experience to a2 maximum of four years for a Bachelor's

degree. :

2) A Master's degree in # related field or a law degree may be substituted for one additional
year of the Genera] Expenience.

SPECIAL REQUIREMENT: Candidstes must possess a valid Connecticut motor vehicle
operator’s licemse,

This replaces the existing specification for Administrative Services Coordinator in the sarne salary
group approved effective June 9, 1992,
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JUDICIAL DISTRICT CHIEF CLERK
UNCLASSIYIED 8.G. JE 36/37
CLASS CODE: 7298;7299 B.U. 41
EEQ CATEGORY: 1 EFFECTIVE DATE
April 11, 2001

nmsmm Superior Court

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 of a Judicial District Chief Clerk's Office in accordance with established Court

» Operations’ policies and procedures.

SUPERVISION RECEIVED: Receives supervision from the Administrative Judge and
receives administrative direction from the Director of Court Operations.

SUPERVISION EXERCISED:  Directs managerial, professional, clerical, and staff in the
assigned Superior Court Judicial District, Judicial District Clerk’s office and other offices in the
district. _

EXAMPLE OF PUTIES: Directs and coordinates activities of the Judicial District, geographic
aren, juvcnile matters, and housing clerks’ offices, caseflow coordinator, the official court reporter
and such other staff as assigned; directs the staff and operations of a JD Clerk’s office, which is
responsible for processing civil, criminal, and family cases in compliance with case law, statutes,
and rules of practice; coordinates, plans, and manages JD and office systems and activities with
established Court Operation’s and other Judicial Branch policies and procedures; directs caseflow
activities; formulates office goals and objectives; establishes and maintains policies and procedures
to ensure complianoe with statutes, case law, and rules of practice; establishes procedures for juror
management; directs and establishes work flow plans; interprets and administers pertinent laws,
statutes, and rules of practice; conducts performance evaluations; provides staff training and
assistance; maintains contacts with individuals both within and outside of the Judicial Branch who
might impact cowrt activities; provides technical and consultative assistance to attorneys and pro se
pasties regarding Jegal or procedural matters; acts as tmstee of court funds; prepares and maintains
financial records and oversees financial matters for the clerks’ offices; under the direction of the
Admioistrative Judge, coordinates the use of court facilities; analyzes the effectiveness of caseflow
programs; may supervise the maintenance and security of court facilities; provides information and
reports as required, performs related duties as required.

MINIMUM QUALIFICATIONS REQUIRED

KNOWLEDGE, SKILL AND ABILITY:

Considerable inowledge of court operations and administration; considerable kmowledge of law and
legal process, legal principles, and practice; considerable knowledge of relevant policies, procedures
end operating systems; considerable knowledge of and ability to interpret and apply relevant state
and federal laws and rules of practice; considerable know!edge of and ability to apply management
principles and techniques; considerable interpersonal skills; considerable orel and written
communication skills; computer skills; considerable problem solving ability.
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JUDICIAL DISTRICT CHIEF CLERK
Page 2

EXPERIENCE AND TRAINING:
General Experience: Membership in the Connecticut Bar and four years of professional
administrative and supervisory experience.

Note: Profeasional experience will be interpreted as work which requires knowledge of technical
principles and practices of administration and requiring independent judgement and analysis in their
application.

Lluu1ssonz



LYY Ly e

LEou1s ooz —

B M 300-3 HoHLR

UNCLASSIFIED 8.G. JE 32

CLASS CODE: 9929 : B.U. 41

EEQ CATEGORY: 1 EFFECTIVE DATE
' April 11, 2001

DIVISION: Superior Coust

CLASS DEFINITION: This class is accountable for directing the daily operations of the Clerk's
Office in 2 low-to-moderale volume geographical ares in accordance with established Courn
Operations’ policies and procedures.

GUIDELINES FOR CLASS USE: Assignment of geographic area clerks to low/moderats or high
volume designations will be determined by the Chief Court Administrator based om
recommendations from the Executive Director of Operations, Superior Court.

SUPERVISION RECEIVED: Receives supervision from the Judicial District Chief Clerk and
receives administrative direction from the Director of Court Operations or designee(s).

SUPERVISION EXERCISED: Directs office staff, including Deputy Clerks, Courtroom Clerks,
clerical, and other staff as assigned.

EXAMPLES QOF DUTIES: Diracts the staff and operations of the Geogrephical 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 othex Judicial Branch policies; directs caseflow activilies; formulstes office goals and objectives;
establishes office policies and procedures for review of motions, orders, judgments, and other court
matters to ensure compliance with statutes, case law, and rules of practice; establishes procedures
for juror management; directs and establishes work flow plans for all case processing, accounting,
bookkeeping, record keeping, and data processing staff, interprets and administers pertinent laws,
statutcs, and rules of practice; conducts performance evaluations; provides staff training and
assistance; maintains contacts with individuals both within and outside of the Judicial Branch who
might impact an office activities; provides technical and consultative assistance to attorneys and pros
8¢ parties regarding legal or procedura] matters; acts as trustee of court funds and is responsible for
roaintaining financial records, balancing accounts, preparing financisl statements and reports,
enduring the proper teceipt and deposit of all court funds, and reviewing audit reports, bills, and
invoices for payment; prepares statistical, financisl, and other reports and correspondence es
nec¢ssary for planning, budgeting, or expenditure monitoring; performs related duties as required.

MINIMUM QUALIFICATIONS REQUIRED

‘W .
Considerable knowledge of thie policies, procedures, and operating syastems of & ¢lerk's office;
considerable knowledge of and ability to interpret and apply relevant state and federal laws and rules
of practice; knowlsdge of and ability to spply meansgement principles and techniques; considerable
interpersonal skills; considerable oral and written commnication skills; computer skills.
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DEPUTY CHIEF CLERK I FOR GEOGRAPHICAL AREA MATTERS
Page 2

EXPERIENCE AND TRAINING;

Gepern) Experience: A law degroe and three years of professional administrative and supervisory
experience.

Note; Professional experience will be interpreted as work which requires knowledge of technical
principles and practices of administration and requiring independent judgment and analysis in their
application.

Subitdintions Allowed:

1) A Master's degree in Public Administration or a related field and three years of admznistrative
or supervisory experience in court edministration may be substituted for the General Experience.

2) Three years of experience as a manager in court administration or as a Deputy Clerk,
Geopgraphical Araa may be substituted for the General Experience.

This replaces the specification for Geographical Area Cletk I in the same salary group approved
effective June 17, 1996. (supervision received)
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UNCLASSIFIED . 5.C. JE 33
CLASS CODE: 9930 B.U. 41
EEQ CATEGORY: 1 EFFECTIVE DATE

April 11, 2001

DIVISION: Superior ‘Court

CLASS DEFINTTION: This class is accountable for directing the daily operations of the Clerk's
Office in one of the following types of geographical areas in sccordance with established Court
Operations’ policies and procedures:

1) In a high volume geographical arca, or

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

GUIDELINES FOR CLASS USE: Assignment of geographic erea clerks to low/moderate or high
volome designations will be determined by the Chief Court Administrator based on
recommendations from the Executive Director of Operations, Superior Court.

SUPERVISION RECEIVED: Receives supervision from the Judicial District Chief Clerk and
receives administrative direction from the Director of Court Operations or designee(s). -

SUPERVISION EXERCISED: Directs office staff, including Deputy Clerks, Courtroom Clerks,
clenical, and other staff as assigned.

EXAMPLES OF DUTIES: Directs the staff and operations of the Geographical Area Clerk's
Office which is responsible for processing Part A and B criminal matters, maotor vehicle, civil, and
small c)aims cases; coordinates, plans, and manages office activities in acebrdance with egtablished
Court Operation's and other Judicial Branch policies; directs caseflow activities; formulates offico
goals and objectives; establishes office policics and procedures for review of proposed motions,
orders, judgments, and other court matters and outcomes to ensure compliance with statutes, case
law, and rules of practice; establishes procedures for juror menagement; directs and sstablishes work
flow plans for all case processing, accounting, bookkeeping, record kseping, and data processing
staff; mterprets and administers pertinent 1aws, stetutes, and rules of practice; conduets performance
evajuations; provides staff training and assistence; maintains contacts with individuals both within
and outside of the Branch who might impact on office activities; provides technical and consultative
assistance to attorneys and pros se parties regarding legal or procedural matters; may be required to
testify on court related matters; acts ag trustee of court funds and is responsible for maintaining
financial records, balancing accounts, preparing financial statements and reparts, ensuring the proper
receipt and deposit of all cowst funds, end reviewing sudit reports, bills, and invoices for payment,
prepares statistical, financial, and other reports and correspondence as necessary for planning,
budgeting, or expenditure monitoring; performs related duties as required.
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DEPUTY CHIEF CLERK II FOR GEOGRAPHICAL AREA MATTERS
Page 2 ' .

MINIMUM OUALIFICATIONS REQUIRFD
KNQWLEDRGE, SKILL AND ABILITY:

Considerable knowledge of the policies, procedures, and operating systems of # clerk's office;
considerabie knowledge of and ability to interpret and apply relevant state and federa! laws and rules
of practice; knowledge of and ability to apply management principles and techniques; considerable
interpersonal skills; considerable oral and written communication skills; computer skills.

EXPERIENCE AND TRAINING:
Generg) Expericnce: A law degree and three years of professionsl administrative and supervisory
experience.

Note: Professional experience will be interproted as wark which 18 predominantly intellectual and
varied in character, involves the consistént exercise of discretion and judgment, is of such a character
that the output produced or the result accomplished cannot be standardized in relation to a given
period of time, and requires knowladge of a type normally pained through formal education/training
procedures.

Substitutions Allowed:

1) A Master's dsgree in Public Administration or a related field and three years of administrative
or supervisory experience in court administration may be substituted for the General Experience.

2) Three years of experience as a manager in court administration or as a Deputy Clerk,
Greographical Area may be substituted for the General Experience.

This replaces the specification for Geographical Area Clerk II in the same selary group approved
effechive June 17,1998, (supervision received)
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CLASS CODE: 9930 ‘ B.U. 41

EEQ CATEGORY: 1 EFFECTIVE DATE
April 11, 2001

DIV]JSION: Superior Court

CLASS DEFINITIQON: This class is accountable for directing the daily operations of the Clerk's
Office in a high volume geographical ares, including responsibility for Part A criminal matters, in
accordance with established Court Operations’ policies and procedures,

GUIDELINES FOR CLASS USE: Assignment of geographic area clerks to low/moderate ar high
volume designations will be determined by the Chief Court Administrator based on
recommendations from the Executive Director of Operations, Superior Court.

SUPERVISION RECEIVER: Receives supervision from the Judicial District Chief Clerk and
receives administrative direction from the Director of Court Operations or designee(s).

SUPERVISION EXERCISED:  Directs officc staff, including Deputy Clerks, Courtroom
Clerks, clerical; and other staff as assigned,

EXAMPLES OF DUTIES: Directs the staff and operations of the Geographical Area Clerk's
Office which is responsible for processing Part A and B criminal marters, motor vehicle, civil, and
small claims cases; coordinates, plans, and manages office activities in accordance with established
Court Operation’s and other Judicial Branch policies; directs caseflow activitiss; formulates office
goals and objectives; establishes office policies and procedures for review of proposed motions,
orders, judgments, and other court matters and ovtcomes to ensure compliance with statutes, case
law, and rules of practice; establishes procedures for juror management; directs and establishes work
flow plans for all case processing, acoounting, bookkeeping, record keeping, and data processing.
staff; interprets and administers pertinent laws, stattes, and rules of practice; conducts performance
evaluations; provides staff training and assistance; maintains contacts with individuals both within
and outside of the Branch who might impact on office activities; provides technical and consultative
assistance to attomeys and pro se parties regarding legal or procedural matters; may be required to
testify on court related matters; acts as trustee of court funds and is responsible for maintaining
financial records, balancing accounts, preparing financial statements and reports, ensuring the proper
reccipt and deposit of all court funds, and revicwing sudit reports, bills, and inveices for payment;
oversees the receipt, storage, and disposition of seized property; prepares statistical, financial, and
other reports and correspondence as necessary for planning, budgeting, or expenditure monitonng;
performs related dnties as required.
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DEPUTY CHIEF CLERK Il FOR GEOGRAPHICAL AREA MATTERS
Page 2

MINIMUM QUALIFICATIONS REQUIRED

KNOWLEDGE. SKILL AND ABILITY:

'Considerable knowledge of the policies, procedures, and operating systems of a clerk’s office;
considerable knowledge of and ability to interpret and apply relevant state and federal laws and rules
of practice; knowledge of and ability to apply management principles and techniques; considerable
interpersonal skills; considerable oral and writien communication skills; computer skills.

EXPERIENCE AND TRAINING:

Geperal Experituce: A law degreo and four years of professional administrative and supervisory
cxperience.

Note: Professional experience will be interpreted as work which is predominantly intellectual and
varied in character, mvolves the consistent exercise of discretion and judgment, is of such a character
that the outpuf producad or the result accomplished camnot be standardized in relation to a given
period of time, and requires knowledge of a type normally gained through formal education/training
procedures.

Substitutions Allowed;

1) A Master's degree in Public Administration or & related field and four years of administrative or
supervisory experience in court administration may be substituted for the General Experience.

2) Four years of experience as a manager in court administration or as a Deputy Clerk, Geographical
Arca may be substituted for the Generai Experience.

3) One year of experience as a Geographical Area Clerk I or [T may be substituted for the General
Experience. ' ‘

This replaces the specification for Geographical Arca Clerk ITT in the same salary group approved
effective June 17, 1996. (supervision received)
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