WHERE FUN HAPPENS

Job Description

200 W 2" Street, Freeport, TX 77541 ** 979-233-3526 ** FAX 979-233-3205 ** www.freeport.tx.us

POSITION TITLE: Court Clerk
DEPARTMENT: Municipal Court
RATE CLASS: Non-Exempt

REPORTS TO: Municipal Court Supervisor
SHIFT: 8AM-5PM, M-F (May be changed at the discretion of the City of Freeport)

EDUCATION: High School Diploma or GED required. Some College Preferred. One year of experience in customer
service, data entry, handling cash, and preparing deposits on a daily basis required.

JOB SUMMARY'

Performs a variety of clerical duties related to the procedures, laws, and record keeping tasks required of a Court of Law, which may

include: data entry, receiving and processing payments, maintaining logs/records, filing citations, processing and reconciling

receipts, and performing related activities.

Municipal Court:

The position is primarily responsible for the Cash Collections for Court. Municipal Court warrant enforcement, court safety

procedures, and overseeing departmental policies, procedures, and documentation retention. This position is also assists with Issuing

Warrants, Attending Court & Jury Trials & Preparation of Dockets.

Utility Billing and Permits:

The position also assists with the collection of payments on utility bills and building permits, answering the phones, filing, and

paperwork related to water collections.

SPECIAL SKILLS: Proficient use of office equipment and PCs. Excellent interpersonal communication skills as well as
highly skilled writing and phone etiquette abilities are required. Must have a demonstrated ability to work
well with the public and be able to maintain confidentiality. Knowledge of laws and proper court room
etiquette and of warrant and court processing laws. Bilingual (Spanish) preferred.

DUTIES & RESPOSIBILITIES:

Prepare subpoenas and summons

Coordinate daily activities meeting performance guidelines and overseeing effective operations.

Take water payments, answer phones, filing, close/balancing your register and paperwork related to water, court and permit
collections

Takes and processes deposits for Parks and Recreation Center, Golf Course, Marina

Gather, compile, and analyze departmental data where required




Prepare reports as required

Maintain liaison with other court staff to ensure uniformity of procedures, and to minimize duplications
Maximize processing, collection, and service of warrants

Maintain all files and documentations in compliance with all laws, policies, and procedures

Follow all Departmental and City policies and procedures

Assist with special projects as needed

Assist general public where required and address citizen inquiries and complaints where applicable

OTHER DUTIES: This job description is intended to describe the general nature of work performed by the
Municipal Clerk and is not intended to be all-inclusive. All employees are expected to perform
tasks as assigned by their supervisor; furthermore, working hours may be extended in times of
necessity.

PHYSICAL/MENTAL REQUIREMENTS:

Physical: Must be able to pass a physical examination and drug screen. Maintain a valid Texas driver’s license and  able
to travel. Must be able to lift a minimum of 25 Ibs. Must also be able to sit, stand, type, and/or write for extended

periods of time.
Mental: Must maintain the ability to work well with others as well as the general public in a variety of situations. Must

Be able to multi-task, work under time constraints, problem solve, and prioritize. Must also be able to maintain
confidentiality and resolve conflicts. This position requires the ability to make independent and sound

judgments.

All municipal employees will be expected to show and maintain a high level of initiative, enthusiasm, and motivation towards the
improvement of ALL aspects of the Freeport community. Employees will also be expected to be available for work, to report to

work in a dependable and timely fashion, and to be physically and mentally fit to do their assigned work.

Employee Signature
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