City of Marietta, Oklahoma
Job Description


	Position Title:     Police Admin Assistant/ Court Clerk
	Department:     Police Department

	Pay Grade:     I
	Supervisor:     Chief of Police


Position Purpose: 
Police Administrative Assistant/Court Clerk performs moderately complex clerical work relative to the activities of Municipal Court, provides customer service to patrons of the court and citizens in a courteous, efficient, and accurate manner while performing necessary duties relative to all court actions.  
     

Essential Functions and Duties:
Court Clerk -

· Handle customer service in the Municipal Court office and handles related requests for information. 

· Accepts all incoming payments and ensure that payment of fines, bonds, court costs, and payment amounts are correct and properly receipted. 

· Reconciles payments received 

· Maintains accounts receivables of defendants' partial payments and follows up by telephone and in writing if delinquent. 

· Assigns trial, issue subpoenas and summons dates upon judge's request 

· Data entry of traffic citations, citizen complaints, jailed defendants' paperwork and other court paperwork. 

· Records disposition on citations following court and print final dockets. 

· Prepares and recalls warrants for the Judge’s signature.

· Records attorney entry of appearances and schedules court dates for the court docket.

· Records docket comments, dispositions, pleas, and other information in court records. 

· Notifies defendants in writing of failure to appear and other court issues. 

· Department of Public Safety data entry; abstracts, suspension/unsuspension of driver license and monthly reporting.

· Prepare monthly reports to file Cleet, OSBI and Forensic fees.

Education and Experience:
· High School Diploma or GED
· Three (3) years of experience in management, finance, business administration, preferred.
Certificates and Licenses:
· Valid Driver’s License 
· High School Diploma or equivalent
Knowledge and Skills:                 
· Ability to effectively communicate information and respond (verbally or written) to questions in person-to-person and small group situations with customers, clients, general public and other employees of the organization. Sensitivity, confidentiality and discretion are required.
· Basic understanding of city municipalities/public sector administration and there methods of organization, operation, legislative, political, activities, services, and economic trends. 
· Understanding of public sector accounting, record keeping, file maintenance, and records management.
· Ability to frequently make minor and major decisions, the latter of which would affect the work operations of other employees and/or clientele to a moderate degree.
· Ability to operate desktop/laptop computer and software and small machinery.
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Conditions of Employment:

· Subject to post offer, pre-employment drug screen

· Subject to post offer, pre-employment background check

· Must be at least 18 years of age
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