HIDALGO COUNTY

DISTRICT COURT
Job Tibe:  Cowrt Coordinator FLBA Dmtus: ||\ EXompk
Dept. Code: = k:k:‘l Civii Bervioe Status:  Exasmpt

Under genersl direction of Distict Court Judge in performing pdministratve

duties such as directly supervising Assisiant Court Coordinator, Count Reportar.

and Ballf and imerviews, hires snd taine smpioyess. Also, plans, aseigna and
directs worlC .ppnbu performance, rewsrds and disciphnes smpioyess and
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office if sppropriate;
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May acts 88 (isison between Judge and counsel,

Mary take dictation and preparss correspondencs 1o counsel;
mymﬂhnndm“smmhﬁfu-m.mﬂm. {makse
sure case '8 moving along smoathly);

May imerview, hire, m,mdm.mpbytﬂmJudgl'swwd
Lhyplm.mmdmm;
mymmmmmwmmdmmm;

probiems,;
May b8 rqspansibb for assisting the jury sysiam, requesting juries, inciuding

mmmw-mmnmﬁum beiiiffs s required;

::meﬁn gwerensss of new developmenms court edministration,
nafly snd locsly and maintein special materisis and fiiss relating to

records, mudpmoﬁunmdoﬂwmmom:t-dmoounm;

Mey edminister and msintan the department s budget,

anﬁdooowwmmoswﬂowwwrdm}nﬂwm.

and/or requesting Inmates.

Mary perform chedical work, (le. answering tsiephons. taiing Messn)6s,

sssisting the pene public with &ny questions, dictation, transaribing,

shorthand, typing, scheduling mestings, in-offics fiing, eta.);
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keep the Judge's personal cslendar up 1o date;

perform sdministrative work with regarnd to seminers for Judge and/or
staff member and complying with deadines;

supenies the purchasing requisiicn forme, suthorize purchasas, review

+ Regular sttandance
s  Get along with co-workers

SUPERVISORY RESPONEIBILITIES:

Directly superviese Assistart Couwt Coordinetor, Court Reporter and Balf.
Resporwibiiies Inchude imerviewing, hiring, and treining employees; planning,
mbﬂmﬂdﬁﬁqmmlpmmwww
disciplining employess; addresaing complaints and resociving problems.

QUALIFICATION REQUIREMENTS:

To perform this job succeesfully, an indvidusl must be abie o parform each
cssertial duty sefisfactorly. The requirements sted mre representathve of the
knowiedpe, skil and/or abily required, Rsesonable sccommodetions may be
made t0 enable individusis with dsebiifties 10 pacform the essential dutiss and
responsbilies,

EDUCATION AND EXPERIENCE:
e High School Diploma or GED
s Thres (3) ysers of administretive sperience in the criminal justice or the
sgal system.
+ Must heve good computer skills.
« Biinguai i preferred (English/Spanish)

CHERTIFICATES, LICENSES, REGISTRATIONE:
¢  None

OTHER SKILLE AND ABILITIES:
+ Employes mesy be sssigned othar dutes in sddition to thoes lleted and
duties mey change sccording to changing needs of department




PHYSBICAL DEMANDS: g
mopmmiam.mamm-nwmmummmwu
mwmmwamwmmwmmdmm.
Reasonabis Bocommodetions may be mede o enable individuals with disabties

White performing the dutiea of this job, the empioyes 8 regularly requirsd to telk
of heer. mmmmwbmwm.mommu
oocasionally required to walk; sit; Use hands o finger, handie, or fes! objects,
tools, or controls; reach with hands end armas.

The employee must cccesionally it and/or move over 28 pounds. Specifie vision
abilities required by this job Include ciose vision, depth perosption, and the sbiifty
o adjust foous.

WORK ENVIRONMENT:
mmmmmuww-nmmmdm
sn empicyes enocounter whie perform twe sesertal functions of this job.
Ressonabie sccommodations may be to snable ndviduais with deabiittes
to parform the easantial functions.

The nose Wevel In the work snvironmant la Lsusily modersss.

SAFETY REQUIREWENTS:
Maimtain phyaioal conditions approprists to the performance of sssigned dutiss
and wmmmmdmmwm:

e sitting for axtended perods of time

¢ operating sesigned office equipment

Maimsin mertsi cepaciy, which permits:
e making sound decisions snd uting good judgment
«  mainteining corfidentiaity
» demonstwting Imelectusl capebiities

Effectively handie 8 work environment and conditions, which invohe
s  working ciossly with others
¢« working in 8 mutt-tesk environman

Mairtsin sffective audic-visual discrimination snd perception neaded for:
making obsarvations

resding and wittng

opersting sseigned equipment

communicating with others
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ACCIDENT PREVENTION PROGRAM:
Required to fokow &l department's sefety regulstions.




HIDALGO COUNTY

DISTRICT COURT
job Title: Assistam Coordinator ~FLSA Status: Non- Exempt
Dept. Code: (O - OO ~ Civil Service Status: Exempt

SUMMARY:

Under general direction of District Court/ County Court At Law Judge and Court
Coordinator in performing duties such as answering telephone, preparing and
maintaining the department budget, ordering supplies and preparing purchase
requisitions, and preparing time sheets for each employee within the department
and acts as Spanish translator for the court.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

« Primary employee 10 answer telephone calls and assist individuals and/or
redirect call to appropriate department, if necessary,

« Clerical work, (i.e., answering telephone, taking messages. assisting the
general public with any questions, scheduling meetings, in-office filing,
etc.),

« May assist Court Coordinator in scheduling court hearings;

« May assist Court Coordinator in making daily docket entries (from court
hearings) on court files;

« May assist with the use of the respective jury room,

« May answer a variety of questions from the public, via telephone and/or in
person. Assists the public directly when possible and refers them to
another office if appropriate;

» May prepare, maintains and administers the department budget;

May order necessary equipment and supplies for the department,
including preparing purchase requisitions;

May maintain and prepares time sheets;

May maintain inventory of equipment and supplies in department;

May maintain filing within the department;

Knowledge of automated court system,

May act as back-up for Bailiff in obtaining files for daily docket;

Acts as the court's official translator,

interprets for Spanish speaking defendants, witnesses, and will transiate
documents in Spanish.

¢ Regular attendance

o Get along with co-workers

¢ ®= © & & 8 8

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 to perform the essential duties and
responsibilities.

EDUCATION AND EXPERIENCE:
« High School diploma of GED
« One year administration experience in the legal system
« Must have good computer skills.
« Bilingual is preferred (Engl‘.shHSpanish)

CERTIFICATIONS, LICENSES, REGISTRATIONS:
¢« None

OTHER SKILLS AND ABILITIES:

« Employee may be assigned other duties in addition to those listed and
duties may change according to changing needs of department.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may he made to enable individuais with disabilities
to perform the essential functions.

While performing the duties of this job, the employee is regularly required 10 talk
or hear. The employee frequently is required 10 stand. The employee is
occasionally required 10 walk: sit; use hands to finger, nandie, or feel objects,
tools, or controls; reach with hands and arms.

The employee must occasionally lift and/or move over 25 pounds. Specific vision

abilities required by this job include close vision, depth perception, and the ability
to adjust focus.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those
an employee encounter while performing the essential functions of this job.

Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties
and responsibilities, which may include the following:
e sitting for extended periods of time




« operaling assigned office equipment

Maintain mental capacity, which permits:
« making sound decisions and using good judgment
« maintaining confidentiality
. demonstrating intellectual capabilities

Effectively handie a work environment and conditions, which involve:
« working closely with others
» working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
« making observations
» reading and writing
« operating assigned equipment
« communicating with others

ACCIDENT PREVENTION PROGRAM:
Required to follow all departments’ safety regulations.



HIDALGO COUNTY

DISTRICT COURT
Job Tite:  Balitff - Interpreter TFLSA Status: |\||\|| Exempt
Dept. Code: 001- 008 Civil Service Status: Exempt

BUMMARY:
Tmaaaﬁhmdswodmmuwmymd pmoodumo.ownuinqtm
maintenance of |uries and witnesses, assisting Judge, coordinator and District

cmﬂ'nom%mumwnduﬁcﬂduﬁamdmn&muhmsmwm
court.

ESSENTIAL DUTIES AND RESPONSEILITIES:
. mmmmammdmmgm.
Ensures judge'’s safety against viclent defandants and disgrunted

-Eumhpomfwndhwmmntdmmhcwnmommd
holds them in custody urti pmdmwmopmywrtﬂ‘.

@ Maytmuponpﬂaombmmmumm; :

e u-yparfammumymofpnmoﬂs}wWhmumom;

« Malmains order in the courtroom:
cMﬁysuppiyoophaondesmdanwmoummJudgemd

counsel,

o Instrucis spectmtors, prospactive juUrorns and jurors regarding their
conduct n the courtroom;

. E:mﬂl}umtomdfrwiwbuxmdlmuru that ail perties and
counsel involed lnnc-umprendbebmmptomdllﬂt begin;

» MWWMlmwbmWwimmummd

security
o May conduct sppropriats foliow-Lp activities with defendants, induding
taking fingerprints, making coples Of invoices, agreaments and
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Acts as an umdmlum.lndm and stands watoh outside jury
room during delberation;
Provides jurors with certificate of sarvice.
May pull court files tor moming docket cail and files away fies after
moming docket;
May assist judge with docket entries in court files;
May assist court coordinetor by noting future hearings set during
maoming dookat call,

. mympptycophuoflurym”doﬂ'wmmmmmdqa;




« May ssaist Dietrict Clerk's offica by signing up defendants for plea
pargeing, stemp filing court documents and certifies court crden;

o May complete and review various court-rsiated forms, sasuring that the
documants are complete, e, dates filed m, all necessary signatures
cbtained in piaces, sic.

s May conduct appropriate follow-up activities with defendants, including
taking fingerprints, making coples of invoices, agreements and
judgments and escorting defendants 1o jall

« The baillff acts as the couts ofmoial tranaiator,

e The bailiff interprets for Spanish speaking defendants, withessoa, and
will ranalate documaents in Spanish.

Reguler
Gat siong with co-workers

QUALIFICATION REQINREMENTS:

To pesform his job succaesfully, an indhvidual must be abie o perform each
mmhldutyuﬁdnciofﬂy. mmwhudanmpmunuMdm
knowiedge, skill andior abliity required. Rassonable accommodations may be
mwmmwlnuwth dtamwpafommwﬂﬂdmmmd
reeponsibiities.

EDUCATION AND EXPERIENCE:

« High school diploma of general education degree (GED);

-NMZimdmuﬁhﬂmw{ﬁ)WWIna
m,-wﬁnMnM.mammwugmcyz or

e Any squivalent combination of expeniencs and training which provides the
required knowisdge, skills and abliites

. Mhtvagoadcanpnwlklb

« Must be Biingual (EnghelvSpaniah)

CERTIFICATES, LICENSES, HEOI‘!TRATU"S:
« May be required © be TCLEOSE certified.
« May be required to be bondable.

OTHER SKILLS AND ABILITIES;

« Employss may be sssigned other duties In addiion o thoee listed and
duties may change according to changing noads of department.

PHYBICAL DEMANDS:
mwﬂalmmnmwmamnpmmﬂwammﬂntmunm
mat by an empioyoe w-uocouﬁilr{pcdomuuwrﬂdmncﬁon!ofmu}ab.
Reasonsble accommeodations mey be made to anable individuais with disabliities
to parform the essantial functions.

While performing the duties of this job, the empioyes is reguberty required to tak
or heer. The smpioyese frequactly is required to stand. The employos




occasionaily requined % walk: sit; use hands to fingst. nandia, of fael objects,
tools, of controls; reach with hands and amas: et00p. kneel, and crouch.

The amployea must occasionally Iift andfor move over 80 pounds. Speciic vision
avilities required by trie job inolude close vision, depth peroeption. and the ability
1o adjust focus.

WORK ENVIRONMENT:

The work snvironrnert chamactaristics described hefe are representative of thoss
an smpicyee encountsr while performing the eesertial funclions of this job.
Ressonshie sccommodations may be made © enabte IndNiduaie with disabilities
to perform the sasential functions.

The noise lavsl in the work snvironmant is ususly moderste.
¢ Maintain ptrysioal aondlﬁnmwopﬂahbmqumdmiqmd
duties and respansibilities, which may Inchude the following:
« operating sesigned office equipment
Maintain mentai capacity, which pamits:
« making sound decisions and using good judgment
« maintaining confidentiakty
« damonetrating intellectual capablities

Effectively handie & work environment and conditions, which Invotve:
« working cicaety

cperating sssigned equipment
communicating with athes

ACCIDENT PREVENTION PROGRAM:
Requirad to follow all department's safety regulations.




