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HIDALGO COUNTY
COURT AT LAW
Job Title: Court Coordinator FLSA status: \ N - EXEMP T
Dept. No: 021-026 Civil Service Status: Exempt

SUMMARY:

Under general direction of County Court-At-Law Judge, Inventory and manage the court's docket
and calendar according to the Judge's policies and procedures. Enaures effectiveness and
afficiancy when assisting judge in administering courtroom procedures, providing information upon
request on scheduled court proceedinga within the courtroom.
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Schedule court hearings and prepare court orders;

. Maintain court docket an civil and criminal causes;

- Make recommendations for any changes and/or solutions ta the Judge concaming outdated
procadure thal may affect the efficiency of the court's dockst and calendar as wall as the
parsonnal Invoived:;

= Attend daily court haarings and take notes on each case;

. Ensure correct docket entries (from court hearings) are made on court files and computer
systam as a matier of record;

Complate and review various court-related forms, assure documents are complete, ie.
dates filled in, all necessary signaturas obtained in appropriate places;
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- Notify defandants, attorneys, and bondsmen of all settings;

- Make sure all documents, passes and postponamaents of hearings or settings are approved
by the Court before notifying attorneys of aams;

] Assist with printing and preparing criminalicivll docket for next acheduled day court

activities;

. Appaint counsel in certain circumstancas with the final approval of Judge;

. Enaure that all parties and/or court parsonnal are aware of Judge's policies and procedures
and any changes that may oceur;

- Aasaist in the courtroom, expiain probationary orders to the defendant, and look up casa
mumber and/or information:

- Arrangs for subatitute court reporter as required;

- Assist and work with out of county dockel,

. Answar a variety of quastions from the pubilic, via telephona and/or in person. Assist the
public directly when possible and refer them to another office, if appropriate;

- Anmwer quastions of tha news media concermning policles and procedures of the cournt but
not about zpecific casea that are belng tried, or going to be tried, which may have a direct
bearing on the outcome;

. Make arrangemeants for Judge and/or any other staff to attend seminara such as registration
for seminar and hoted and airling resarvations;

Taka dictation and prepara comaspondence to Counsed;

Raview filea and maka sure case ia set for a hearing, trial, sic. { makes sure case is moving
along smoathly);

Mot allow any unnecessary delays in case processing;

Menitor trial settings net being reached:;

Schedule and conduct docket control conferences both telaphonic and in peraan;
Schedule irial settings as quickly as possible on next avallable trial week;
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Inventory afl caaes assignad to the court;

Train employees with Judge's approval

Plan, assign, and direct work;

Responsible for arralgnments and noticse of same;
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. Address smployeas’ complaints and/or needs and resolve problams;

. Responsibie for the jury system, requasting Juries, inciuding excuaing juror when thay are

assigned to court { with Judge's approval);
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. Maintain awareness of new dsvelopments in court administration and maintain special

materials and files relating to records, rules of procadurs and other items refated to court

activity,
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course of action to ba taken;

Report to Judge regarding any problems, suggestions, or recommendations for the
efficiency of the Court;
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purchase orders; )
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- Parform clerical work, (i.e. answering tsiephone, taking messages, assisting the gansral
public with any questions, dictation, typing, schaduling mastings, in-office filing, etc.);
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employees;
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the future managemant of tha court,
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direct baaring on tha sfficiency of the court.

EDUCATION AND EXPERIENCE:
o High School Diploma or GED;
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CERTIFICATES, LICENSES, REGISTRATIONS:
o ummmaammmrmmvmw-m;
o mummumwmmlmm.
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OTHER SKILLS AND

o Knowiedge of court paiicy and procadu

o Abilty to communicate orally and In writing;

o Ability to train and supervise ;

s Abillty to maintain mmﬁmmmmww ather
county empioyees, and the public;

o Must possess an expertise in the field of court administration.

LANGUAGE SKILLS




HIDALGO COUNTY
COURT AT LAW
Job Title: = Assisiani Caurl Coordinator F tatus: [, -Exempt
Dept. Code: (71 - OLL Civil Service Status: Exempl

SUMMARY:
Assists Court Coordinator in office and couriroom procedures. Provide infermation upon request
about scheduled court proceedings to attorneys, defendants and general public.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

o
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Answar telephone and answer 3 variety of queslions from the public. Assists them direclly
when possible and refar Ihem to ancther office if appropriate;

Knowledge of court policy and procedures;

Post docket for county court-al-law, criminal, civil and probate,

Enter any and all pertinent informalion regarding new seltings in to compuler system;

Conduct docket control conferences, both telephonic and in person;

Maintain and updale jail list on a daily basis

Transcribe dismissals, revocation of praobation and nisi orders onto docket sheet as a matter
of record,

Print and prepare criminal/civil docket for next scheduled day court aclivities

Motify defendants, attorneys and bondsmen of seftings;

Ensuring that correct dockel sheet entries are made as a matter of record.

Assist the court in the handling and post conviction writs and jail correspondence,

Help keep an inventary of supplies and equipment for the court;

Assist in the courtroom, explaining probationary orders to the defendant, looking up case
number, transcribing recommendation orders on the docket sheet;

Attend seminars, i.e., Court Administration series sponsored by the Texas Center for the
Judiciary, whenever possibie that have a direct bearing on the court and may possibly help
the future management of the court;

Broaden the knowledge of all personnel in the court as to how their performance has a direct
bearing on the efficiency of the court.

Perform such olher duties as may be assigned.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed are representative of the knowledge, skill and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities 1o
perfarm the essential duties and responsibilities.

EDUCATION AND EXPERIENCE:

High School Diploma ar GED

One year experience in court administration
Must have good compuler skills

Bilingual
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CERTIFICATES, LICENSES, REGISTRATIONS:

o Must have proof of a current valid Texas Molor Vehicle Operator's License
o Must be able to be insured by County Insurance carrier,

OTHER SKILLS AND ABILITIES:

o Knowledge of court policy and proceduras;
o Ability lo communicate effectively orally and in writing;
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Administer and maintain the department's budget, processing requisitions, obtaining
purchase orders;

Assist with jail list and/or requesting inmates for hearings on a daily basis:

Perform clerical work, (i.e. answering telephone, taking messages, assisting the general
public with any questions, dictation, typing, scheduling meetings, in-office filing, etc.);
Keep the Judge's personal calendar updated:

Prepare and submit time sheets, change of status, etc., and maintain personnel files of
employees;

Schedule meetings with and for the Judge and any other task assigned by the Judge;
Serve as an interpreter for all criminal and civil cases before the court;

Attend continuing education classes for Licensed Court Interpreters.




