
 
 
 
 
 

 

Leon County Clerk of Circuit Court and Comptroller 

Job Announcement 

 
APPLICATION DEADLINE – OPEN UNTIL FILLED 

 
JOB TITLE: Courts Specialist I (POOL) 
POSITION NUMBER: TBD 
DIVISION/DEPARTMENT: Criminal or Civil Courts 
PAY GRADE: 42 
PAY RANGE: $26,404.60- $39,9606.90 * HIRING RATE GENERALLY WILL NOT EXCEED THE MINIMUM OF 

THE PAY RANGE. 
 

General Description: 
 

General duties include operation of court computer applications, data input, operation of office 
equipment, opening and processing of incoming mail, receipting, answering customers inquiries, 
issuing/disseminating court orders, and related general office clerical activities. This position may be 
required to attend court. The work of this position is performed under close supervision and reviewed by 
observation, exception reports, and sampling by a Division Supervisor. 

 
Essential Job Duties: 
This position must have the ability to perform duties and tasks which include, but are not limited to, the 
following: 

 Assist customers in person or by telephone. 
 Perform research of databases to extract and report information for customers. 
 Initiate new cases. 
 Receive, clock, disburse, and process incoming pleadings, documents and faxes. 
 Receipt case and non-case fees and costs. 
 Photocopy and certify records. 
 Redact confidential information. 
 Maintain daily operation and statistical logs. 
 Perform basic docketing and data entry. 
 Image and validate documents. 
 Court attendance may be required and regular attendance is necessary. 

 
Licensure or Certification Requirements: 
N/A 



KNOWLEDGE, SKILL, and ABILITIES: 
 Ability to effectively use business English, spelling, grammar and punctuation. 
 Ability to write routine reports and correspondence. 
 Ability to interpret and apply applicable laws, regulations and policies. 
 Ability to read and interpret documents such as court pleadings, hand-written and typed. 
 Ability to read and interpret memorandums, calendars and procedure manuals. 
 Ability to work independently and manage time effectively. 
 Ability to apply common sense understanding to carry out instructions furnished in written, oral 

or diagram form. 
 Ability to resolve routine and non-routine problems in a professional manner. 
 Ability to handle and receipt cash. 

 
EDUCATION and/or EXPERIENCE: 
Graduation from a community college or graduation from high school and two years of office clerical 
experience will substitute for the two years of college. The applicant must be able to operate a variety of 
office equipment, including computer in a Windows environment, proficiency in Word and Excel, 
Benchmark, and JIS a plus. 

 
LANGUAGE SKILLS: 
Must be able to read and interpret documents such as instructions and procedure manuals. 

 
REASONING ABILITY: 
Must be able to solve practical problems and to deal with a variety of work variables. 
Must be able to interpret instructions either oral, written, diagram, or schedule in form. 

 
MATHEMATICAL SKILLS: 
The ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common 
fractions and decimals. 

 
OTHER SKILLS and ABILITIES: 
Must be able to interact effectively with other staff and the public. 
Must be able to effectively present information and respond to questions from individuals or groups. 
Must  be  able  to  interpret  assignment  needs  and  to  communicate  effectively  with  employees  and 
management. 
Must be able to work independently. 

 
PHYSICAL DEMANDS: 
The employee must be able to sit for prolonged periods of time, perform repetitive actions and motion of 
one or both hands, hear ordinary conversation and office sounds, conduct verbal communication in person 
and on the phone, and prepare and read written communication by hand and on PC. This position will 
handle evidence entered at hearing or trial, some may be hazardous. 



NOTE: 
Applications for pool positions are maintained in a pool. Human Resources will screen submitted pool 
applications and determine if applicants meet the positions criteria. A hiring Supervisor, Manager or 
Director will review eligible pooled applications as vacancies occur within the organization.  If selected 
for an interview, the applicant will be contacted and notified of the date, time and location for the 
interview. Skills tests may be administered in accordance with job qualifications prior to the interview. 
Interviews are typically conducted by a selection team. All interviewees will be notified once a hiring 
decision has been made. 

 
All pooled applications will remain active for a period of six (6) months from the date received. Active 
applications on file will be reviewed when positions become available, without further action by the 
applicant. Note that, once a conditional job offer is extended during recruitment and hiring, the candidate 
will be required to submit to a pre-employment drug test(s) to detect the presence or absence of various 
drugs, including alcohol, or their metabolites and submit to a background screening. 

 
COMPENSATION AND BENEFITS: 

This position receives base salary plus benefits for a non-exempt position. This position description in no 
way states or implies that these are the only duties to be performed by the employee(s) incumbent in this 
position. Employee(s) will be required to follow and perform any other job-related instructions requested 
by any person authorized to give instructions or assignments. 

 

This position description has excluded the marginal functions of the position that are incidental to the 
performance of essential job duties. All duties and responsibilities are essential job functions and 
requirements and are subject to possible modification to reasonably accommodate individuals with 
disabilities. To perform this job successfully, the employee will possess the skills, aptitudes, and abilities 
to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat 
or significant risk to the health or safety of themselves or others. 

 

This document does not create an employment contract, implied or otherwise, other than an “at will” 
relationship. All employees may be given duties not specifically listed in this document. Regular 
attendance is a requirement of the position. 


