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Job Description

Job Title:
    Court Reporter

Job Code:
    8065

Pay Grade:
    59

FLSA Status:
    Non-exempt

        
PURPOSE OF CLASSIFICATION:  

Performs on a professional level the recording and transcribing of court and legal proceedings. May perform related duties as required. 

ESSENTIAL FUNCTIONS:  

· Produces a verbatim record of all proceedings including both words spoken and movements made within the courtroom using a manual shorthand system or specialized equipment.

· Reads back any previously recorded spoken testimony during court proceedings to judges, counsel, witnesses and jurors, and to jurors during deliberation when requested.

· Reads stenographic notes to the court in chambers to assist in the rendering of legal decisions in rulings on motions and hearings.

· Prepares verbatim transcripts in typewritten form from stenographic notes to be delivered in required time periods.

· Produces transcripts, which involves dictation, typing, proofreading, collating, binding, delivering and billing to appropriate parties.

· Types excerpts of testimony when required to provide verification of portions of testimony or argument.

· Signs all transcripts as a certified court reporter.

ADDITIONAL RESPONSIBILITIES/DUTIES

· May perform related duties as required.
KNOWLEDGE, SKILLS, AND ABILITIES: 

Must have knowledge of courtroom procedures, legal processes, and methods of courtroom reporting.

Must have knowledge of legal and medical terminology, business English, grammar, and spelling. 

Must have skills in the use of stenographic recording and transcribing equipment.  

Must have skills with desktop computers using software products for documenting verbatim courtroom proceedings.

Must have the skills to effectively research and apply reference materials.

Must have the ability to communicate effectively with a wide variety of courtroom persons including judges, attorneys, and other judicial coworkers.
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MINIMUM REQUIREMENTS: 

A high school diploma or equivalent GED certificate, and  a State of Arizona Court Reporter Certification.

LICENSES AND CERTIFICATES:  

State of Arizona court reporter certification, in accordance to Arizona Revised Statute, Title 32, Chapter 40.

Court reporter certification must be maintained at all times to retain employment.

PHYSICAL DEMANDS/WORKING CONDITIONS:  

Typically performs duties in a courtroom environment and may lift materials and/or equipment 15 lbs or less. Must have the ability to sit for long periods of time, listen to and comprehend multiple voice dialogues, observe clearly and record visual, nonverbal details.

DISTINQUISHING CHARACTERISTICS:  
The court reporter is an unclassified position and incumbents are either pool or division reporters.  Pool reporters report to the Managing Court Reporter and division reporters report to a Judge. General work direction will be provided by both the Managing Court Reporter and the Judge. Incumbents have no lead, nor supervisory responsibilities, but may mentor new court reporters.
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