POSTING DATE: CONTINUOUS

POSITION ANNOUNCEMENT
FIRST JUDICIAL DISTRICT OF PENNSYLVANIA
EQUAL OPPORTUNITY EMPLOYER

POSITION: LEGAL CLERKI
Philadelphia Municipal Court
Open to promotion, transfer or new hires
SALARY: $32,446 - $35,266 (G08)

PURPOSE: To establish an eligibility list for future vacancies within the First Judicial District of
Pennsylvania.

Applications and resumes 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.

REQUIREMENTS:
1. High school diploma or equivalent and one to two years of progressively responsible clerical
experience processing legal documents

OR
Equivalent combination of training and experience leading to a thorough knowledge of
Municipal Court policies and procedures.

2 Extensive knowledge of computers and Windows applications (will provide training in specific
applications)

3. Successful completion of background check

4. City residency required within six (6) months of satisfactory completion of an employment
orientation period.

S. Ability to perform the essential functions of a position in this class.

GENERAL DEFINITION:

An employee in this position is considered a valuable member of a team and provides support to Municipal
Court staff. Duties are performed following well-established procedures, including processing Legal documents,
with or without close supervision. Work is performed under the immediate supervision of the department
manager.



ESSENTIAL FUNCTIONS:

The following general duties are normal for the Legal Clerk I position. These are not to be construed as
exclusive or all-inclusive. Other duties may be required and assigned.

e  Works directly with department director and deputy director.

e  Skill in communicating authorized court information.

o Works directly with judiciary and their staff regarding case management principles.

e Works directly with other FJD department managers regarding operational issues.

e Works directly with department heads of external civil and/or criminal agencies involving
Municipal Court.

e Thorough knowledge of applicable rules, regulations, and procedures as they apply to the assigned
function in Municipal Court (e.g., Rules of Civil and Criminal Procedure).

Marginal Functions:
Performs related work as required
ENVIRONMENTAL CONDITIONS:
Standard clerical, office and courtroom conditions
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM ESSENTIAL FUNCTIONS:

o Ability to summarize pertinent information; reason, apply common sense and understand instructions.

o  Ability to resolve problems arising from standard and non standard situations.

e Thorough knowledge of applicable rules, regulations and procedures, as they apply to the assigned
function.

e  After training, knowledge of CLAIMS, PARS, CPCMS as they apply to the job responsibilities.

e Ability to understand, carryout and effectively communicate all revisions to current case management
practices.

e Ability to establish and maintain effective working relationships with judiciary, FJD employees,
external civil and criminal justice partners and the public.

The First Judicial District is an Equal Opportunity Employer. In compliance with the American’s 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.



