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Job Description

Job Title:

Administrative Support Specialist – Conciliation Court
Job Code:

8760
Pay Grade:

39

FLSA Status:

NE           
PURPOSE OF CLASSIFICATION:  

Performs administrative duties and paraprofessional functions in support of providing services to clients of conciliation court, support for the conciliation court management team, and for the professional staff.

Performs varied tasks and coordinates a large volume of duties in support of the Child Advocacy Services and Parenting Coordination programs.
ESSENTIAL FUNCTIONS:  
· Assists with complex investigations on current issues related to the status of children who are part of current court cases and for whom judges need more information on to proceed with rulings.
· Assists with the processing of court orders and releases for information regarding child protective services, substance abuse testing, and background checks. 
· Provides direct support to the conciliation court management team and judges of the family law bench by setting and calendaring appointments for CAS and PC cases.
· Prepares a final edit of client evaluation reports prior to distributing to judges of the family law bench, clients, and attorneys.

· Prepares and issues requests for records to law enforcement agencies, physicians, counselors, hospitals, day care centers, schools, and other entities. Tracks and follows-up on the status of the requests.
· Prepares correspondence at the requests of clinical staff to be mailed to clients for their reply to specific items listed in the correspondence.
· Reviews incoming court orders and filings for related conciliation court services and researches the status of cases to assign filings to the appropriate staff, and updates a database to allow for tracking by the office manager.
· Conducts an initial review of invoices and/or claims for proper or improper charges or duplicate payments for the approval of the office manager or director.

· Prepares requisitions, purchase orders, claims, and funds transfer documents via the financial and procurement software application system.

· Monitors cases for time sensitive information to prepare legal documents and correspondence to ensure legal requirements and deadlines are met at the opening and closing of cases.
· Receives incoming telephone calls, greets, and screens visitors and clients, provide information regarding services, explains the eligibility for services, provides forms, and reviews completed forms for accuracy and completeness.

· Monitors case activity and maintains the calendar for CAS and PC cases by entering updated information into an automated and manual division calendar. Verifies the accuracy of all data entered.
· Schedules clients for individual, joint, and family court appointments.
· Performs research and case file review, when necessary, to respond to inquiries from clients, attorneys, management, and/or division staff.
· Schedules and coordinates the appearance of language interpreters, as needed, and prepares letters to clients confirming scheduled appointments at all junctures throughout the CAS and PC service.
· Prepares a monthly report of services provided to clients, the status of cases, and statistical information for review by the management team.
ADDITIONAL RESPONSIBILITIES/DUTIES

· Monitors and maintains the inventory of office supplies, pamphlets, printed packets, and forms ensures office equipment is maintained, reports and initiates service requests for malfunctioning equipment.

· Indexes, classifies, codes, files, and purges records, reports, and various documents as required.

· Assists office staff to respond to inquiries and with computer software issues, when needed. 

· Registers participants for diversity forum sessions.

· Assist with various office projects, training, and presentations held in the office and off-site as assigned.
KNOWLEDGE, SKILLS, AND ABILITIES: 

· Must have a general knowledge of processes, procedures, and terminology typically used in family law cases.
· Must have a good working knowledge of services offered to clients by conciliation court.
· Must have knowledge of Microsoft Windows software such as Word, Outlook, and Excel.

· Must have knowledge of business English and the accurate use of punctuation, grammar, and spelling.

· Must have skills in data entry, typing legal forms, preparing correspondence, proofreading and editing documents, filing and purging documents, and setting priorities in the processing of legal documents. 

· Must have the skills to operate a desktop computer, facsimile machine, calculator, and photocopier.
· Must have the ability to communicate effectively with a wide variety of superior court employees, judges, judicial staff, court leadership, clients, community agencies, and the general public.

MINIMUM REQUIREMENTS: 

A high school diploma or equivalent G.E.D certificate and four years of progressively responsible administrative support experience in conciliation court or a directly related professional legal work environment; OR any equivalent experience, training and/or education approved by Human Resources.

LICENSES AND CERTIFICATES:  

Must have a valid Arizona driver’s license at the time of appointment.

PHYSICAL DEMANDS/WORKING CONDITIONS:  

Typically performs duties in an office environment and may lift materials and/or equipment 20 pounds or less.  

DISTINQUISHING CHARACTERISTICS:  

This is a classified position that reports to the Office Manager in Conciliation Court.  This position performs duties under general supervision and has no supervisory responsibilities.
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