COUNTY OF NEWBERRY

COURTHOUSE ANNEX, COLLEGE STREET

POST OFFICE BOX 156

NEWBERRY, SOUTH CAROLINA 29108
*****

VACANCY ANNOUNCEMENT

*****

DIVISION:
Clerk of Court
JOB LOCATION:  Newberry County Courthouse, 1226 College Street, Newberry SC 29108
POSITION:   General Sessions/ Common Pleas Assistant Deputy Clerk 



         

HOURS WORKED PER WEEK: Regular Full-time, 40 hours per week

SALARY:       $36,531.00                            

CONTACT PERSON: Katherine Cook, Director of Human Resources (803) 321-1431
POSITION DESCRIPTION: Under occasional supervision, performs a variety of duties relating to work in support of the office of the Clerk of Court. Work involves filing and maintaining court records in the Circuit Court. Assists with General Session Court, which may include entering and filing arrest warrants and assisting with entering court dispositions into the computer system, preparing and distributing court dockets, etc. Assists in the Court of Common Pleas, which may include docketing all new cases and subsequent pleadings, including court orders via electronic filing, preparing and distributing court rosters, etc. Provides support to the Clerk of Court in courtroom. Assists with preparing jury summons and maintaining juror information for the court as needed. Performs related work as assigned. Reports to the Clerk of Court.
MINIMUM TRAINING AND EXPERIENCE: Requires a high school diploma or GED equivalent supplemented by one to two years of responsible administrative or clerical experience, or any combination of skills, knowledge, experience and qualifications that is justifiably similar to the above.  Must be able to type with speed and accuracy.  Must possess a valid state driver’s license.

ADDITIONAL PREFERRED QUALIFICATIONS: Excellent customer service skills, mathematical skills and computer skills to include Microsoft Word and Excel.  

GENERAL INSTRUCTIONS: This position will be open until filled.   Newberry County Employment Applications may be obtained by visiting www.newberrycounty.net or by contacting the Human Resources Office at the Newberry County Courthouse Annex, 1309 College Street, Newberry SC, 29108. A resume may be included but will not be accepted in lieu of a Newberry County Employment Application.  Applicants indicating college credit, degree(s) or specialized training on the application shall provide an official copy of related documents should they be selected for the position. Newberry County conducts background checks and tests for the use of illegal substances. 

THE COUNTY OF NEWBERRY IS AN EQUAL OPPORTUNITY EMPLOYER

THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND NEWBERRY COUNTY.  THIS DOCUMENT DOES NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS.  THE COUNTY RESERVES THE RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.  NO PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS PAPAGRAPH CREATE ANY CONTRACT OF EMPL0YMENT.  
