TITLE


Civil Clerk
DEPARTMENT

Sheriff's Department

REPORTS  TO

Chief Civil Deputy

SUPERVISES



DEFINITION
Performs civil and administrative functions in the Sheriff's Department in accordance with statutory provision.

ESSENTIAL JOB FUNCTIONS
Performs the receipt, recording, service and return of civil documents in a timely manner.  Communicates with attorneys and the courts regarding schedules, procedures and time requirements.

Carries out procedures to assure the efficient and effective processing and execution of civil documents in compliance with department policy and applicable laws.  Researches federal and state laws and regulations concerning area of assignment and takes appropriate action to reduce department liability.

Processes Writs of Execution and Orders of Sale on real and personal property;  holds auctions for sale of property;  processes applications for concealed weapons permits.

Receipts monies received from permits, legal fees, civil fees, etc.;  develops, maintains and balances accurate bookkeeping records;  submits for refunds as necessary.  Monitors and records income for department services, which includes daily banking.

Responds to inquiries, complaints, problems or emergencies affecting the civil division or refers to appropriate personnel.  Coordinates work with other departments, agencies, attorneys and County justices as necessary.

OTHER JOB FUNCTIONS
Acts as receptionist and secretary for the Sheriff's Department; receives calls, types and files letters;  performs other secretarial and clerical tasks as needed.

Performs other duties as assigned.

WORKING CONDITIONS
Duties are primarily performed in an office environment while sitting at a desk or computer terminal with occasional lifting of objects weighing 20 to 40 pounds.  

MINIMUM QUALIFICATIONS


Knowledge of
-
Practices, principles and procedures of civil functions and processes at a law enforcement agency.

-
Bookkeeping procedures and practices.

-
Legal requirements, regulations, and laws applicable to assigned area.


Ability to
-
Follow and carry out complex procedures efficiently and accurately.

-
Establish and maintain effective working relationships with employees, attorneys, courts, other agencies, and the general public.

-
Communicate effectively, both orally and in writing.

-
Physically perform the essential functions of the job.

-
Operate typical office equipment such as computer, copy machine, fax machine, transcribing machine, other machines as required.

Education and Experience

Any equivalent combination of education and experience which provides the applicant with the knowledge, skills and abilities required to perform the job.  A typical way to obtain the knowledge and abilities would be:

High School diploma or G.E.D.

Paralegal training or college course work is desirable.

Two years secretarial experience.

Licenses,  Certificates  and  Other  Requirements
Must be at least 21 years of age.

Must not have been convicted of a crime that is punishable by imprisonment in a state or federal prison or institution.  Also must not have any arrest record for use or sale of drugs of any nature.

Shall possess good moral character as determined by a thorough background investigation.

May be asked to submit to a polygraph examination and drug testing.

Must pass a competitive exam conducted by the Klickitat County Civil Service Commission.

Must satisfactorily complete 12 months probation.

Must have a valid Washington State Driver's License.
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