NOTICE OF VACANCY
Melissa M. Tuttle, Clerk of Courts
14 E Main St Third Floor
Springfield, Ohio 45502
Position Title:


Clerk's Office Assistant Deputy Clerk– 15-30 hours
Supervisor:


Clerk of Courts 
Classification:

Unclassified • Non-Exempt   

Shift:



Monday-Friday 8:00am-4:30pm  
Starting Hourly Pay Rate:
$13.50 per hour 
Increase after successful 6 month probation


Date Issued:


March 25, 2024 
Filing Deadline: 

Until Filled
RESPONSIBILITIES:  
Clerk's Office Assistant Deputy Clerk will assist in duties of deputy clerks based on their knowledge and experience.  This overview may not happen for each person during an internship, but is given to give the best overview of the Clerk’s Office.  

The position of Deputy Clerk is responsible for helping the operations of the Clerk of Courts Legal Office.  It will also requiring answering questions, emails, phone calls, typing, processing and filing all filings, forms, reporting, and documents necessary for operation of the Legal Departments.  The Deputy Clerk will serve as a contact person to the public, attorneys and other government offices, and perform clerical functions and related tasks.  
TYPICAL TASKS:
· Processing and filing documents quickly and accurately
· Answers telephone and electronic inquiries from government offices, attorneys, and the public

· Operates computer, scanner, copier and other office machines

· Receipting monies and balancing cash drawer

· Covers coworkers as needed and multitasking
· Data entry using a keyboard
· Maintain confidentiality at all times and maintains a tidy/clean desk
· Performs other related duties as assigned or requested
· Strong attention to detail and can follow directions and requests from supervisor
· Proper use of grammar and spelling
· Work areas may include legal filings, Civil Protection Orders, Passports, and other Clerk Office duties 
· Communication skills via written and oral
· Meeting deadlines and timeliness on assignments
MINIMUM REQUIREMENTS:
· Knowledge of Microsoft Office and Excel

· Data Entry

· Demonstrate professionalism
· Ability to foster and work in a cooperative team environment

Clark County is an Equal Opportunity/ADA Compliance Employer, M/F V/H

Clark County does not discriminate on the basis of age, ancestry, color, disability, ethnicity, familial/marital status, gender identity, genetic information, language, military/veteran status, national origin, pregnancy, race, religion, sex, sexual orientation, socio-economic status.
