
MAY 23, 2013

DEPARTMENT:

POSITION:

SALARY:

CLOSING DATE:

COLORADO RIVER INDIAN TRIBES

Human Resources
26600 MOHAVE RD.

PARKER, ARIZONA 85344

PH (928) 669-1320 • FAX (928) 669-5263

VACANCY ANNOUNCEMENT

JUDICIAL COURT

JUDICIAL CLERK OF THE COURT

$21.20 PER HOUR

OPEN UNTIL FILLED

#76-13

SUMMARY:

The Judicial Clerk works in conjunction with the Chief judge of the Tribal and Appeals
Courts to manage the Courts' legal and administrative functions. Among the more prominent duties
of the Judicial Clerk are maintaining court records of both the trial and appellate courts and
assisting the public in filing court documents in compliance with the Courts' rules. The Judicial
Clerk also supervises any assistant clerks needed to assist in the execution of the Judicial Clerk's
duties.

The Judicial Clerk works closely with all judges and will occasionally be required to perform
(or will be delegated) certain tasks by Judges of the Tribal and Appeals Courts.The Judicial Clerk is
appointed by the Tribal Council with the joint approval of the ChiefJudges of the Tribal and Appeals
Courts, and is supervised by the Chief Judges of those courts.

GENERAL DUTIES:

• Maintain written/electronic records of all case activity for all criminal, civil, and juvenile
cases (including pleadings and motions filed with the Courts, court orders and judgments,
witness lists, contact information for parties, hearings, etc.)

• Document and record court appearances (including parties in attendance, case number,
date, future appearances scheduled, statements made by all parties and the court, etc.).

• Provide in-court support for the presiding judge in all court appearances (e.g. provide case
file in advance, collect documents submitted by parties in court, schedule upcoming
hearings).

• Administer oaths and witness the execution of documents.

• Maintain the courts' docket for all cases.

• Distribute newly-filed cases to the designated judges in accordance with court procedure.
• Prepare and serve notices of all court appearances on the Court's behalf.
• Sign subpoenas and summons for service.
• Receive and account for all monies received by the Court (e.g. fine payments, court fees,

childsupport payments, etc.), and issue refunds or distribute monies receivedin accordance
with court order or procedures.
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