HIDALGO COUNTY

COURT AT LAW
Job Title:
Bailiff/Interpreter

        FLSA Status: 
           Non-Exempt

Dept. No:
021-025


        Civil Service Status: Exempt
SUMMARY:

Assists the judge I administering courtroom procedure, provides information upon request about scheduled court proceedings and maintains order and safety within the courtroom.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Supplies copies of jury lists and other resources to judge

· Instructs spectators, prospective jurors and jurors regarding their conduct in the courtroom

· Calls cases to be tried and witnesses to the stand

· Escorts jurors to and from the jury box and insures that all parties and counsels involved in a case are present before the proceedings begin 

· Escorts persons found in contempt of court from the courtroom and holds them in custody until picked up by a deputy sheriff

· Completes and reviews various court-related forms, assuring that the documents are complete, i.e. dates filled in, all necessary signatures obtained in appropriate places

· Assists the judge in maintaining order in the courtroom 

· May transport prisoners to and from the courtroom

· Assures that the courtroom is open and prepared for court sessions

· May conduct appropriate follow-up activities with defendants, include taking fingerprints, making copies of invoices, agreements and judgments and escorting defendants to jail

· May perform security watch of prisoner(s) within the courtroom 
· Provides jurors with certification of service

· Attends to the  needs of jurors during deliberations

· Meets with other bailiffs periodically regarding courthouse safety and security 

· Attends continuing education for re-certification

· Serves as interpreter for all criminal and civil cases before the court 

· Performs other duties as assigned

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below 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:

· Bachelors Degree in Criminal Justice
· Experience in Paralegal 

· Experience as Probation Officer

· Must be bilingual

CERTIFICATES, LICENSES, REGISTRATIONS:

· Certified in Trail Court Coordination 
· Certified In Trail Court Management 

· Certified In Trail Court Administration

· Hand Gun Training Certificate 

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

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to stand.    The employee is occasionally required to walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop and kneel.
The employee must occasionally lift and/or move over 50 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:

· sitting for extended periods of time

· operating assigned equipment

Maintain mental capacity, which permits:

· making sound decisions and using good judgment

· maintaining confidentiality

· demonstrating intellectual capabilities

Effectively handle 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.

