The Superior Court of California, County of Sutter
Applications are being accepted for

Court Clerk I/lI/I1l  Eligibility List @-10)
Application Deadline: Monday, August 16, 2010

Monthly Salary: $2237 to $3462djusted Wage* $2416 to $3739)
Advanced placement within the range possible witprior court experience.

*The annual adjusted wage includes payment by thet ©f 8% of the employee’s contribution to theRERS retirement system
fora 2.7% @ 55 pension benefit. The 8% can bendxfd to an employee who resigns prior to retirement

HOW TO APPLY
Application available on the web atvw.suttercourts.conar Courthouse West, 446 Second Street, Yuba €i80
a.m. to 4:30 p.m. or call Human Resources (530)3R2.

The following documents are required:

1. A thoroughly completed and signed court applicatam

2. The supplemental application (page three of this announcement)

3. A résumé

4 A keyboarding certificate documenting a correctse of 40 words per minutecertificates can be

obtained from any employment agency (for a fee) dree of charge through the EDD, Sutter County 1-Stp
Business Center, 256 Wilbur Ave., Yuba City, CA 9891, 530-822-5120. EDD Business Center gives tests
Monday through Friday from 9:00 a.m. — 4:00 p.m. On-line typing certificates will NOT be accepted.

Deadline - no later than 4:30 p.m., Monday, Augusi6, 2010. Submit application packet to

Superior Court of California, County of Sutter
Courthouse West - Human Resources
446 Second Street
Yuba City, CA 95991

Essential Functions Filing, reviewing, and interpreting legal pleadsrend documents; processing filing fees, fines,
forfeitures and bails; verifying, entering, retiiigy, correcting and updating information into autted record systems;
recording and transcribing minutes from court sessipreparing official records of court proceedingcording
decisions, verdicts and judgments; issuing wribstracts, notification and follow-up on court oslgurocessing court
documents for appeals; preparing case files; tyfinms documents, reports and correspondence;qeardrying levels
of courtroom support functions; and other dutieassgned.

Minimum Qualifications : One year of full-time, paid or volunteer clerieadperience or any combination thereof
involving public contact. The ability to keyboaaitla corrected rate of 40 wpm for a five (5) miniets is requiredA
current, valid keyboarding certificate must be submitted with the application. On-line typingcertificates will NOT
be accepted.

Knowledge, Skills, and Abilities Demonstrated knowledge of court procedures angots; correct English usage,
vocabulary, and punctuation; legal terminology;ratien of office equipment including personal cotgps and
software applications; and basic record keepintesys. Ability to communicate effectively orallychim writing;
establish and maintain working relationships wité public, attorneys, staff, and others; understamtlinterpret court
proceedings, rules and procedures; maintain Idgs,dnd other office records; compile routine regaunderstand and
follow written and oral direction; and maintain diolentiality of information.

Education Requirements A high school diploma or its equivalent.
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Selection Procedure: Application packets will be reviewed for minimum qualifications. Applications that contain
documentation that the job applicant meets the minimum requirements maybe referred to a screening committee.
Candidates with the most directly related experience, education, and training maybe invited to a written, performance
and/or oral exam. Investigation of employment history and references maybe conducted prior to offer of employment.
The information provided in this job announcement is general in nature and does not constitute an expressed or implied
contract.

Salary and Benefits:

Salary: Salary range consists of five steps with approxiately a five percent difference between each stegannual
performance reviews are conducted which may advandee employee through the steps. The court strivee
provide internal promotional opportunities whenever possible. Vacation: This position provides 11(eleven) days
vacation per year. Vacation accrual is scheduledtincrease with each additional five years of sers# up to a
maximum of 20 (twenty) days per year.Holidays: Thirteen paid holidays each year.Sck Leave: Sick leave
accrues at the rate of 12 (twelve) days per yearrféull time employees.Medical, Dental, and Vision Insurance: The
court pays the major portion of health, dental, andvision insurance for employees and eligible depeadts. Life
Insurance: Term life insurance is provided for employees andligible dependents and paid for by the court.
Retirement: The court provides a defined benefit retiremenplan through California Public Employees’
Retirement System (CalPERS). The court pays the 8%mployee contribution. Employees are vested in the
retirement plan after 5 (five) years of full time ®rvice and may retire at age 55 with a 2.7% pensiobenefit. The
court also provides the option of post-retirement radical benefits. Deferred Compensation: The court offers two
deferred compensation plans for employees who wigh participate through payroll deduction. Employee benefits
may vary with different employee bargaining units.

Recruitment Process

Submit a completed court application, supplemeagtlication and other documents as requested IHGW TO
APPLY section at the beginning of this announcementhbydate and time indicated. Applying for certa@isitions
may require that you participate in written examd aral interviewsPlease notify Court Human Resources prior to
thefinal filing date of thisrecruitment if you believe you have a disability that would make it difficult to participatein
any portion of the recruitment process, and would require reasonable accommodation. The court reservestheright to
require medical documentation concerning the need for reasonable accommodation.

Pre-Employment Policies

Offers of employment are contingent upon submissfatocuments verifying identity and authorizattorwork in the
United States in accordance with the ImmigratiofoRe and Naturalization Control Act of 1986; sucsfescompletion
of pre-employment medical review/examination, aledfzol and drug screening, background and refereheek;
satisfactory driving record and proof of automoliigsurance (if applicable to the job), and othguieements of the
position (licensing, certification, etc.). Emplogesho are authorized to and use their car duriagtiurse of conducting
court business and who, subsequent to their hiiireglr significant moving violations or lack of urance may be
subject to disciplinary action up to and includiigmissal.

THE SUTTER SUPERIOR COURT OF CALIFORNIA IS AN EQUAL OPPORTUNITY EMPLOYER AND
ENCOURAGES APPLICATIONS FROM ALL PERSONS REGARDLESS OF RACE, COLOR, SEX,
RELIGION, AGE, NATIONAL ORIGIN, ANCESTRY, PHYSICAL, OR MENTAL DISABILITY, MEDICAL
CONDITION OR MARITAL STATUS. IN COMPLIANCE WITH THE AMERICANS WITH DISABILITIES ACT
AND CALIFORNIA LAW, THE COURT WILL ENGAGE IN AN INTERACTIVE PROCESS TO PROVIDE
REASONABLE ACCOMMODATION TO QUALIFIED INDIVIDUALS WITH DISABILITIES. IF YOU REQUIRE
AN ACCOMMODATION, PLEASE NOTIFY HUMAN RESOURCES, (530) 822-3302.
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Court Clerk I/1I/111 Eligibility List
Supplemental Application (1-10)

This supplemental application and the regular capplication and other required documents, wiltheebasis
for a competitive evaluation of qualifications. résumé willnot substitute for the responses to this
application.

On a separate sheet(s) of paper, please typentrypur responses to the items listed below. Beise and
specific. Please print your name, sign and date EACH page

1. The successful candidate in this position will be:
A. Dependable;
B. Organized;
C. Articulate;
D. Analytical,
E. Have exceptional customer service skills;
F. A quick learner and retain information; and,
G. Able to multi task, and keep up with a heavy wosklo

For each of the items A-G above, explain in DETAd demonstrate how you have been
successful and excelled in these areas in youeruor prior positions.

2. This position does not require prior legal eigrere. Please explain why you are interested in
working for the court and how your interests anst@xperience will make you the best candidate
for this position.



