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THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

LEGAL PR OC EDU RES  C LER K, S ENI OR 

D EFIN I TI ON 

U nder  direction, leads and per f or ms  a var iety of  r outine to complex clerical s uppor t w or k
in the proces sing of  of ficial legal documents  such as  cour t actions, s ubpoenas , criminal
w ar rants ; per for m related duties as  required.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This is the advanced jour ney level class  in the Legal P r ocedures Clerk series, char acter ized
by the r es ponsibility to lead the w ork of  others  and per form routine to complex clerical
s uppor t wor k in the examination, pr ocess ing and recor ding of  of ficial legal documents  such
as court actions , subpoenas, cr iminal war rants , legal descriptions  and of ficial notices. 
I ncumbents  have respons ibility for leading the w or k of an as s igned unit or f unctional ar ea. 
This class  is  distinguished fr om the Legal Pr ocedur es  Cler k in that the latter  is  the jour ney
level clas s  in the s eries .

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. Leads  the w or k of other s engaged in cler ical activities  as sociated w ith proces sing and
r ecor ding off icial documents ; trains  and monitor s the w ork of  s ubordinates and new
employees; ensur es  w ork is  completed in accor dance with legal and oper ational
procedur es ; r eview s and implements new  w ork methods  and pr ocedures ; as s is ts  in the
development of procedur es  and training materials ; maintains w or k production recor ds 
and pr epar es routine statistical repor ts ; ens ures proper  s taf fing levels at all times  in a
twenty-f our  hour  f acility; ass igns, reviews , and evaluates  the wor k of  subor dinates ;
ass is ts in the development of s hift schedules .

2. Examines  documents  and/or  applications  f or suf ficiency, completeness , confor mity or 
validity; edits , cor r ects  er ror s and pos ts cor rect infor mation; r econciles automated and
manual r ecords; af fixes  s eals and s tamps  to endors e or cer tif y documents; calendars 
cas es  and/or maintains schedule f or  cour t appear ances .
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3. A ss is ts the public either  on the phone or  over  the counter  in f illing out or  using for ms ;
gather s inf or mation by res earching r ules , procedur es or  codes  on s pecif ic ques tions ;
explains  the us e of public access  of fice equipment (e.g., microfiche r eader  and map
books ) ; scr eens  and r outes  phone calls ; takes  or  r elays  mess ages involving depar tment
s taff ; takes and f ills out orders  f or ser vices /materials  f rom public or  employees ; notif ies 
public of actions taken; evaluates des cr ibed problem and dir ects individuals  to f ind
mater ials/inf or mation; explains  f ees , bills  or  ass ess ments .

4. Res ponds  to ver bal and wr itten quer ies  f r om the public ( including legal r epr es entatives) 
r egar ding action taken on submitted legal documents ; pr epares  letter s of ans wer,
actions for  s er vice, legal des criptions and/or  other of f icial notices; may prepar e and
s er ve legal proces s documents in of f ice; sear ches f or  and checks criminal w arr ants and
his tor ies; receives, pr ocess es , maintains  and monitor s criminal and tr aff ic warr ants;
administer s  oaths.

5. Prepares document files; assigns identification codes; types/prints labels; files a
variety of materials; uses indices to locate materials; follows procedures to update
and/or purge files; prepares cards detailing date and recipient; receives and refiles
records; searches for missing files; copies requested materials from files and sends to
requesting individuals/agencies; inserts information and documents into pre-
established files in appropriate sequence; uses file system to locate items; prepares
and maintains complete files for all correspondence and related documents;
determines necessary information to fulfill a need.

6. Verifies, updates, enters and retrieves information into manual and/or automated
information storage system; selects correct screen format for entering/retrieving data,
may verify and correct errors; researches information maintained in automated
information systems; may assist with inventory by monitoring and requisitioning
office supplies as needed; types routine correspondence and reports related to official
actions and documents processing.

7. Computes, receives, classifies and posts fees and/or fines, issues receipts; prepares
bank deposits; researches bad checks; posts tallies and reconciles account records;
computes fines or determines bail amount; classifies, logs and distributes crime,
domestic violence, missing persons, utility reports and citations as required; may
process reprints of arrest photographs.

8. Notifies other law enforcement agencies of arrests or receipt of bail monies; informs
Transportation Department of persons arrested on warrants issues by other law
enforcement agencies; coordinates with district attorneys and other law enforcement
agencies on extradition; receives and processes bail bonds; confirms warrant
information for bail bondsmen, courts, district attorneys, departmental units and all
law enforcement agencies.
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9. Uses office equipment such as copiers, calculators, typewriters and word/data
processors; mails and/or delivers materials; maintains logs, work production, records
and routine reports.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

H igh s chool diploma or GED ; supplemented by one (1)  year  of f ull- time dir ectly r elated
w or k exper ience that demonstrates  poss es s ion of and competency in the r equis ite
knowledge and abilities .

K NO WLEDG E/A BI LI TIES

Consider able knowledge of  forms , recor ds , document pr ocess ing procedur es and legal
ter minology as applicable to ar ea of  ass ignment; general cler ical and technical r es our ce
mater ials and information and contact techniques ; judicial s ystem and depar tment services
and oper ations; of fice pr ocedur es ; changes in laws  and procedur es  af fecting work;
automated s ys tems us ed in infor mation storage and document pr epar ation; interr elations hip
of related public ser vices  and functions ; methods of recor ding, r esear ching and compiling
inf or mation; document prepar ation, duplication and distr ibution techniques.

Wor king knowledge of  super visor y pr actices.

K nowledge of Calif or nia P enal and V ehicle Code; CLETS , N CI C and CJ IS  computer
s ys tems and other relevant municipal codes.

A bility to lead the w or k of other s engaged in document proces sing activity; examine
documents f or  completenes s , suf ficiency and conf or mity; pr ocess  documents  according to
establis hed procedur es; unders tand court minutes  or  cas e f ile notations ; maintain cur r ency
w ith changes in law and pr ocedure af fecting w ork; car ry out a s er ies  of  actions to complete
s pecif ic of fice oper ations  and activities ; us e automated inf ormation s tor age and retr ieval
s ys tems; r ead and apply laws , r egulations  and pr ocedures ; apply know ledge of  oper ational
and technical pr ocedures s pecif ic to area of ass ignment; organize, copy and appr opr iately
dis tr ibute documents ; r ef er the public to s er vices  pr ovided by other  units, depar tments
and/or  agencies ; oper ate typew r iter , computer , calculator, micr of ilm, copying and
s hr edding equipment; sort documents  and f iles  based on alpha, numeric content and/or
other  clas s if ication methods ; s tore, maintain and r etrieve information, r ecords and
documents; sear ch manual, micr ofilm or  electr onic inf or mation s tor age s ys tems to locate
inf or mation; maintains logs, cr os s- r ef er ence f iles  and indices; update and pur ge stor age
s ys tems; r eceive and recor ds  f ees  in accordance with es tablis hed procedur es ; r es ear ch
r egulations , pr ocedur es  and /or  technical r ef erence materials ; type; w ork under press ure and
meet s hort deadlines ; ass ist the public in filing documents by pr oviding recor ding
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procedur al infor mation; communicate ef fectively with people of diver se socio-economic
backgr ounds  and temperaments ; demons tr ate tact and diplomacy; maintain accur ate
r ecor ds and document actions  taken; or ganize and pr ioritize w or k ass ignments ; follow
ver bal and wr itten instructions ; compare names  and numbers  accurately; maintain
confidentiality of  information; w or k independently; maintain recor ds  and compile routine
r epor ts (e.g. s tatis tical) ; communicate eff ectively both ver bally and in wr iting; make
r outine ar ithmetical calculations ; establis h and maintain cooperative w or king relationships .

S PECI A L REQUI REMEN TS 

N one.

S UPPLEMENTA L IN FOR MA TION

P os itions allocated to this class  may require bilingual skills.

Recruiting requirements may be set to test typing, work processing and/or data entry
speed, however, these skills are not the primary areas to be measured in the selection
process.

Candidates for positions in this will be required to pass a background investigation in
accordance with applicable law, regulation and/or policy.

May need to obtain CLETS training and authorization.

ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert light physical effort in sedentary to
light work, but which may involve some lifting, carrying, pushing and/or pulling of
objects and materials of light weight (5-10 pounds).  Tasks may involve extended periods
of time at a keyboard or work station.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Tasks are regularly performed without exposure to adverse
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain,
fumes, temperature and noise extremes, machinery, vibrations, electric currents, traffic
hazards, toxic agents, violence, disease, or pathogenic substances.
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H uman Resources  Director

                                                         
D ate

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


