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General Definition of Work

Performs skilled administrative support work providing clerical assistance to the Circuit Court Judge, receiving and processing incoming calls and visitors, preparing and maintaining manual and computerized files and records, preparing reports, and related work as apparent or assigned. Work is performed under the supervision of the Judge.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable an individual with disabilities to perform the essential functions.

Essential Functions

Schedules and coordinates court dates and cases with attorneys, maintains Court management schedules/dockets.
Acts as receptionist; greets visitors; directs visitors to appropriate party.
Handles inquiries from attorneys and/or their offices, other Courts and Clerks and/or their staffs, the general public, and others in person or by telephone; forwards calls to appropriate party.
Prepares a variety of documents including correspondence, forms, reports, orders, and related documents, etc. where a knowledge of format and presentation is necessary; answers routine correspondence independently.
Prepares and maintains a variety of office files, accounts and other records; 
Prepares statistical and financial reports; assists with processing budget information.  
Receives, sorts, processes and distributes incoming and outgoing mail.
Operates a variety of standard office and computer equipment.
Travels to other court locations in neighboring jurisdictions.
Knowledge, Skills and Abilities
Thorough knowledge of standard office practices, procedures, and administrative support techniques; thorough knowledge in the use of standard office equipment, computer and associated software (Microsoft Word); thorough knowledge of Court related procedures, programs and policies; ability to type accurately at a reasonable rate of speed; ability to make arithmetical calculations; ability to make arithmetic computations;  ability to follow oral and written instructions; ability to read and understand detailed and complicated policies, procedures and materials that contain specialized words and phrases; ability to operate a variety of office equipment to produce complex/technical documents; ability to establish and maintain effective working relationships with associates, vendors, attorneys, Clerks, Judges and the general public.  Must maintain a high level of confidentiality, discretion and professionalism.
Education and Experience

Associates/Technical degree with coursework in business administration, criminal justice or related field and extensive experience providing administrative support in a legal or court office environment, or equivalent combination of education and experience.
Physical Requirements

This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25 pounds of force; work regularly requires sitting and repetitive motions, frequently requires speaking or hearing and using hands to finger, handle or feel and frequently requires standing, walking, climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and arms, pushing or pulling and lifting; work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of the spoken word and conveying detailed or important instructions to others accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels and to receive detailed information through oral communications and/or to make fine distinctions in sound; work requires preparing and analyzing written or computer data, operating machines and observing general surroundings and activities; work occasionally requires exposure to outdoor weather conditions; work is generally in a quiet location (e.g. library, private offices).
Special Requirements

Valid driver's license in the Commonwealth of Virginia.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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