
ISABELLA COUNTY TRIAL COURT
DEPUTY CLERK II

Starting wage: $33,793.67 annually plus comprehensive fringe benefit package

Minimum requirements:
High school graduation or equivalent.

Two years of general clerical experience, preferably in a court or
related legal setting.

Equivalent combination of training, education and experience
that provides the required skills and abilities may be considered.

General summary of duties:

Performs a variety of the more complex tasks involved in
processing of traffic, civil, and criminal cases. Prepares an
assortment of court documents and enters case information in the
computer system. Processes general civil, small claims and
landlord/tenant cases, includes reviewing, processing and filing
documents as required. Works with the public, attorneys and local
agencies.

To apply:
Please send application, cover letter and resume to Kerri Curtiss,
Trial Court Administrator, 300 N Main Street, Mt. Pleasant, Ml
48858, by fax to 989.773.2419 or via email to
kcurtiss@isabellacountv.org. Applications may be found at
https://www.isabellacountv.org/emplovment-opportunities/.

Application deadline: Open until filled..



ISABELLA COUNTY TRIAL COURT
DEPUTY CLERK II

General Summary

Under thesupervision of the Business Office Manager, performs a variety of the more complex tasks
involved in the processing of traffic, civil, and criminal cases. Prepares a variety of court documents
and enters case information to the computer system. Processes general civil, small claims and
landlord/tenant cases, includes reviewing, processing, and filing all documents related to such cases.
Provides counter service which includes receiving and receipting money, and providing assistance
on court matters to attorneys, law enforcement officers, and the public.

Essential Functions

Acts as primary team member responsible for answering incoming phone calls.Assists with
answering questions and transferring court user to the appropriate extension or department.

1.

Provides counter assistance to attorneys and the public including receipting funds for fines
and costs and filing documents.

2.

Opens and processes a variety of criminal and civil matters including general civil, small
claims, landlord/tenant cases and garnishments. Includes typing forms, correspondence and
legal documents, filing papers, collecting fees, and ensuring case scheduling and service of
process.

3.

4. Schedules informal and formal hearings on traffic violations, schedules plea dates,pre-trials,
jury and non-jury trials, and sentencing dates.

Enters case file information, adjournments, dispositions, civil judgments, and other
information to computer system.

5.

6. Sends notices, show cause orders, and prepares bench warrants, bond forfeitures, bench
warrant recalls and driver license suspensions as authorized and in accordance with proper
procedure.

7. Processes signed orders as required by statute or court policy.

8. Reviews and processes bond receipts. Converts bonds toward fines and costs or releases
bonds as appropriate.

Reviews court files to determine readiness for hearings, trials, default judgments, dismissals,
and other court proceedings; includes checking for service and completeness of
documentation.

9.

Prints and mails computer-generated notices10.

11. Closes files by entering disposition to computer and running register of actions,



commitments, and other necessary documentation. Reviews information on paid tickets and
ensures that it coincides with abstract of conviction prior to submission to the Secretary of
State.

12. Checks and makes corrections as needed on abstracts on cases to ensure that all cases have
been abstracted to the Secretary of State as required.

Closes criminal cases as required by statute and court policy after all requirements have been
met.

13.

Ensure accurate record retention and destruction.14.

Processes mail which includes filing documents such as appearances, adjournments,
motions, orders, and briefs to appropriate file and entering case information to computer.

15.

Type correspondence, notices, orders, and legal documents, and performs a variety of
support tasks such as copying records and filing tickets and other documents.

16.

Provides criminal, civil, and traffic histories upon request.17.

Processes new small claims, tenancy, and other cases by verifying completeness of
information, receipting fees, entering case data to the computer, issuing case number, making
copies, and generating registers of action

18.

Issues default notices and 14-day notices on civil infractions and issues 14-day notices on
misdemeanor tickets. Prepares bench warrants, bond forfeitures, and other legal documents.

19.

Maintains case histories for civil cases and closes cases by recording disposition in case file
and on the computer. Notifies parties of disposition and files closed cases.

20.

Processes Court appointed paperwork.21.

Vouchers out restitution payments.22.

Prepares and reviews reports.23.

Assists and backs up other court staff including District Court Deputy Clerks and Circuit
Division Clerks.

24.

All other duties as assigned by supervisor or management.25.

Other Functions

This list may not be inclusive of the total scope of job functions to be performed. Duties and
responsibilities may be added, deleted or modified at any time.

Employment Qualifications

Education: High school graduation or its equivalent. Prefer advanced course work in data
processing and accounting.



Experience: Two years of general clerical experience, preferably in a court or related legal
setting.

Other Requirements:

FLSA Status: Non-exempt

The qualifications listed above are intended to represent the minimum skills and experience levels associated
with performing the duties and responsibilities contained in this job description. The qualifications should
not be viewed as expressing absolute employment or promotional standards, but as general guidelines that
should be considered along with other job-related selection or promotional criteria.

Physical Requirements: [This job requires the ability to perform the essentialfimctions contained in
this description. These include, but are not limited to, the following requirements. Reasonable
accommodations will be made for otherwise qualified applicants unable to fulfill one or more of these
requirements]:

Ability to access various files throughout the court Ability to operate cash register.
Ability to operate copy machine, fax machine, microfiche, computer printer, and other office
equipment.
Ability to enter and access information to the computer.
Ability to withstand prolonged periods of sitting while entering data to the computer.
Ability to withstand prolonged periods of standing while assisting people at the counter.
Working Conditions:
Works in office conditions.
Exposure to persons charged or convicted of criminal offenses.


