City of Idaho Springs
Job Description
POSITION TITLE:

Administrative Court Clerk

DEPARTMENT:

Administrative

POSITION SUMMARY

The Court Clerk works for the City Clerk. The clerk serves as City liaison between Judge, Prosecutor and
Police Department dealing with court proceedings and is responsible for other general clerical duties. Thls
is a non exempt hourly position.
ESSENTIAL DUTIES AND RESPONSIBILITIES
1.

Serve as Municipal Court Clerk. Attend all court sessions, maintain all necessary files and
records, cooperate with Municipal Court Judge in all matters related to the position and
responsibility of Court Clerk.

2. Serve as primary customer service representative, answering phones, greeting the general public as
they come into City Hall as well as local officials and visiting officials.
3. Accept payments at the C lerk's window in City Hall.
4. Liaison between judge, prosecuting attorney and Police Department.
5.

Shall be familiar with the Privacy Act and its requirements, as well as the Depaitment's policies
concerning the release and dissemination of information to criminal justice agencies and non
criminal justice related agencies or persons.

6.. Operates a computer te1minal and printer to type, enter, modify and distribute reports, citations
and other materials
7. Processes tickets from Police Department.
8. Prepare Municipal court files and docket.
9. Prnpares bench warrants, processes bonds, prepare and issue pleas by mail.
10. Responsible for cash receipting functions for court. Deposits are to be made within one (1)
business day ofreceipt.
11. If required, serve as CCIC Coordinator for courts and pass the required back ground check for the
· security clearance.
12. Maintain City website.
13. Responsible for posting information on the access channel weekly or more frequently as required.
14. Perfo1m cash receipting functions for the City Clerk's office as directed. Make deposits within one
(1) business day ofreceipt. This function is shared by the Utility/Payroll Clerk on alternate
weeks.
15. Assist as staff support to Building Officials; including communication contact between applicants
and Inspectors. Issue building pennit when necessary.
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