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POSITION ANNOUNCEMENT 

FIRST JUDICIAL DISTRICT OF PENNSYLVANIA 

EQUAL OPPORTUNITY EMPLOYER 

 

 

POSITION:  LAW CLERK I 

   Appeals Unit, Active Criminal Records 

    

Open to new hires, promotion or transfer 
 

SALARY:  $38,913 - $42,810 (G17) 

 

FILING DEADLINE:  Friday, December 7, 2012, 4 PM. 

 

Applications are being accepted for this position.  Qualified applicants may apply by submitting a 

completed application, cover letter and resume to the Office of Human Resources, Room 668 City 

Hall, Philadelphia, PA  19107.  No faxes please. 

 

Candidates who are not selected for the position at hand will be placed on an eligibility list for a period 

of one year for possible future consideration. 

 

REQUIREMENTS: 

 

1. Graduate of an accredited law school. 

2. City residency required within six month’s completion of a successful six-month employee 

orientation period. 

3. Ability to perform the essential functions of the position. 

 

GENERAL DEFINITION 

 

This is professional legal work as a research assistant supporting judges of the First Judicial District of 

Pennsylvania. Work involves providing members of the judiciary with assistance in preparation of 

writing briefs, opinions and similar material. 

  

By Order of the Supreme Court of Pennsylvania, effective September 1, 2005, all law clerks employed 

by judges of the courts of the Unified Judicial System of Pennsylvania are prohibited from appearing as 

counsel in the division/section of the court in which the judge by whom they are employed serves.  

Further, in courts which have no formally established divisions or sections, the law clerks are 

prohibited from appearing as counsel in the court itself. 

   



ESSENTIAL FUNCTIONS 

 

The following duties are normal for this position.  These are not to be construed as exclusive or all-

inclusive.  Other duties may be required and assigned. 

 

 Researches legal sources for briefs or opinions based on statutory law, decisions and precedents 

of higher courts. 

 Searches for and studies legal records and documents to obtain data applicable to cases under 

consideration. 

 Maintains file on case documents and all related correspondence. 

 Prepare rough drafts of briefs, legal memoranda, orders and opinions. 

 

MARGINAL FUNCTIONS 

 

Provides general information pertaining to the assigned functions. 

Performs related work as required. 

 

ENVIRONMENTAL CONDITIONS 

 

Standard courtroom and clerical office conditions. 

Direct contact with diverse court clientele. 

 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM ESSENTIAL 

FUNCTIONS 

 

 Considerable knowledge of the components and functions of the justice system. 

 Knowledge of the techniques and processes of legal research.  

 Knowledge of the preparation of motions, petitions and similar instruments. 

 Knowledge of both the Pennsylvania and Philadelphia County Rules of Criminal and Appellate 

Procedure. 

 Ability to prepare for judicial approval, orders and opinions on petitions, motions and appeals 

filed. 

 Ability to use Lexis/Nexis. 

 Ability to establish and maintain effective working relationship with all justice partners 

including but not limited to: members of the judiciary, court personnel, attorneys, and the 

general public.  

 Ability to effectively and efficiently work in a high volume environment. 

 

 

 

The First Judicial District is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the first 

Judicial District will provide reasonable accommodations to qualified individuals with disabilities and encourages both 

prospective employees and incumbents to discuss potential accommodations with the employer. 

 
  


