











Civil Cases — As part of the clerk’s role in handling CIVIL cases, they are tasked with functions that are typically handled by vo
separate county offices for other courts: clerk and court coordinator.

Accept/input all civil cases ( ose presented in person and  ose filed through the eFile system), is en¢ ces/summons/citations and
docket cases for court hearings. Keep record of case documents, ensuring that all mandated information is received and distributed to
all parties in a timely manner.

Ensure that docket settings are in compliance with mandated timelines.

Must have knowledge and be fam  ar with:

Civil and criminal pretri: motions, default ju rments and discovery.

Debt claim and small claim procedures.

Evictions and landlord/tenant issues, including resid: tial and commercial

evictions, manufactured home evictions, writs  reentry, writs of retrieval, repair an

remedy cases, writs of restoration and writs of  ssession. Issue writs as required/requested.

Bankruptcy issues and the Servicemember Civil Relief Act.

Ensure that the Constable or private process server receives necessary paperwork for service ¢ case. Follow up to ensure that all
citations/writs have been served in accordance with mandatory process requirements.

Request jury pool, plan and coordinate juror security and payment of juror fee prior to trial, supervise jur s, maintain records and
reports on juror usage.

Attend all hearings and enter result in Odyssey, including judgments an exhibits/evi :nce, or reset cases as necessary ensuring
smooth and efficient progression of case di  osition.

Forward a cases 1at are appealed to the County Court at Law.



Acce) input all post judgment remedies information; writs of garnishment, writs of execution, turnover orders an receivership
process.
Other Law — Justice Court Clerks must possess extensive knowledge in order to perform these additional duties.
iistrative Hearings to include anim: cruelty, handgun denial/suspension, driver license suspension hearings, dangerous dogs,
ition of stolen property, disposition of seized weapons, occupational driver’s license, tow heari :s and, enviror 1ental hearings
z nuisance).
ontempt
rial procedure for criminal, « il, jury and bench.
Evidence; criminal use and civil use.

1quests

Expunctions

Justice Court Clerks act as Court Coordinators with the following duties.

Calendars

Responsible for maintaining e calendar to ensure that the courtroom is available on days and at times neede
Maintain calendar for all meetings/appointments for Judge.

Prepare and distribute/post:  docket informa n according to law.















