
 

               

• Oregon PERS Retirement
• Deferred Compensation Plans
• Paid Sick Leave
• 10 Paid Holidays/2 Personal Days
• 5% Bil ingual Pay Incentive

M u n i c i p a l  C o u r t  C l e r k

The City of Hermiston is accepting applications for the position of 
Municipal Court Clerk. This is a part-time position, Monday – Thursday, 
20-25 hours/week.

This position performs clerical, technical and administrative duties 
related to the operations of the municipal court which includes preparing 
warrants and orders for the Judge, maintenance of court records, 
coordination of court docket and proceedings, assisting the Judge in the 
courtroom, and assisting with jury selection procedure. Responsible for 
performing a variety of clerical and administrative functions in support of 
the municipal court.  This position requires being detail-oriented in 
maintaining and establishing court records, working diligently with 
frequent interruptions, and dealing tactfully with the public in stressful 
situations. 

This position requires a high school diploma or equivalency; an 
Associates or Bachelor’s degree is preferred. Three-years responsible 
clerical/secretarial experience, and/or customer service experience 
preferably with court exposure; OR any satisfactory equivalent 
combination of education and experience which ensures the ability to 
perform the essential functions of the position, is required. Bilingual 
preferred. 

The full description of duties and application packet can be found on the 
City's website:  https://hermiston.gov/jobs  

Interested candidates must submit a City of Hermiston Employment 
Application and resume, including verifiable work experience to the City 
of Hermiston, 180 NE 2nd Street, Hermiston, OR 97838 or via email to: 
hr@hermiston.gov  First review of applicants will be Friday, December 
13, 2024. 

The City of Hermiston is an equal opportunity employer. 

B e n e f i t s  a n d  W a g e s :  
Starting hourly rate:  $25.18/hr 

• A High School Diploma or
equivalency

• Ability to obtain LEDS (Law
Enforcement Data System)
certification within 30-days of hire

• Experience in accurate data entry
• Experience in customer service

M i n i m u m  Q u a l i f i c a t i o n s :

P r e f e r r e d  Q u a l i f i c a t i o n s :  

• Bilingual speaking capability
• Strong verbal and written

communication skills
• Knowledge of court processes

and procedures
• Experience in record keeping

https://hermiston.gov/jobs


City of Hermiston, Oregon 
Position Description 

Job Title: Municipal Court Clerk Department: Municipal Court  

General Statement of Responsibilities 
Performs clerical, technical, and administrative duties related to the operations of the municipal court 
which includes preparing warrants and orders for the Judge, maintenance of court records, 
coordination of court docket and proceedings, assisting the Judge in the courtroom, and assisting 
with jury selection procedure. Responsible for performing a variety of clerical and administrative 
functions in support of the municipal court.    

Supervision Received 
Works under the general supervision of the Court Administrator and under guidance of the Municipal 
Judge. Works with considerable independence and is frequently required to interpret governing 
regulations, policies, and procedures. 

Supervision Exercised 
Supervision of others is not a typical function assigned to this position. May provide training and 
orientation to newly assigned personnel, and may assign work to temporary workers. 

Examples of Duties - Essential Functions 
1. Answers inquiries from the public in person, over the telephone or in writing, regarding cases,

court dates, amounts owed on cases, jury duty, requests for records and related court matters.

2. Accepts and process cash, check, and card payments.  Balances cash drawer at the end of
each day.

3. Reviews documents and filings for accuracy.

4. Performs detailed data entry for entering traffic citations, city ordinance violations citations, and
criminal cases.

5. Receive served warrants from Police Department and process for the next appropriate hearing.

6. Enter sentences, convictions, fines/fees, and courtroom notes for court hearings.

7. Prepares and submits dispositions for OSP/FBI criminal history.

8. Maintains court docket and prepare court files for the Judge prior to scheduled court hearing.

9. Prepares arrest warrants and orders for the Judge.

10. Maintains professional communication with the public, attorneys, police officers, and jail
deputies.



This description covers the most significant essential and auxiliary duties performed by the position for illustration 
purposes, but does not include other occasional work, which may be similar, related to, or a logical assignment for the 
position.  This job description does NOT constitute an employment agreement between the employer and employee, and 
is subject to change by the employer as the organizational needs and requirements of the job change. 

11. Monitors and reviews probation files for compliance with court orders and prepares appropriate
documents for the Judge’s signature.

12. Prepares judgments and applicable driver license suspension or reinstatement on traffic
citations and sends to Department of Motor Vehicles.

13. Serves as bailiff or court clerk for jury trials.

14. Accepts pleas and establishes fines/fees in accordance with established guidelines of the
court.

15. Runs LEDS driver’s license checks.

Screening Criteria 
Education and Experience: 

• A High School Diploma or equivalency; An Associate’s or Bachelor’s Degree in court
administration preferred;

• AND at least three-years responsible clerical/secretarial experience, preferably with court
exposure sufficient to demonstrate a knowledge of court procedures;

• OR any satisfactory equivalent combination of education and experience which ensures
the ability to perform the essential functions of the position.

Special Requirements/Licenses:  LEDS certification within 30 days of hire. 

Knowledge of: Considerable knowledge of court procedures and functions, case 
management systems, filing systems, business and legal English, grammar and spelling, 
general office practices and procedures, and record keeping practices. Extensive 
knowledge of a variety of microcomputer applications in a network or non-network 
environment, including software programs, internet, and LEDS resources and systems. 
Knowledge of record keeping; state, federal and local laws and regulations pertaining to 
areas of responsibility. 

Skills: Excellent oral and written communication skills. Detailed data entry skills. The operation 
of standard office equipment, including the operation of a computer to update/access files, word 
processing, and typing.  

Ability to:  Organize, direct, and administer municipal court operations; establish and maintain 
effective working relationships with peers, supervisors, volunteers, the general public, and other 
departments; deal tactfully with elected officials and the general public in stressful situations; 
organize, file documents and case records; work independently; develop ideas and 
communicate effectively both orally and in writing; deal effectively with frequent interruptions; 
knowledge of governing laws, codes, and regulations; maintain confidential information; 
accurately record and receipt varying sums of money. 

Physical Demands of Position:   The physical demands listed below represent those that must be 
met by an incumbent to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with qualified disabilities to perform the essential 
functions.  



This description covers the most significant essential and auxiliary duties performed by the position for illustration 
purposes, but does not include other occasional work, which may be similar, related to, or a logical assignment for the 
position.  This job description does NOT constitute an employment agreement between the employer and employee, and 
is subject to change by the employer as the organizational needs and requirements of the job change. 

 
Manual dexterity and coordination are required for over half of the daily work period (about 80%) 
which is spent sitting while operating office equipment such as computers, keyboards, 10-key, and 
telephones; and while moving equipment and office supplies. While performing the duties of this 
position, the employee is frequently required to stand, walk, reach, bend, kneel, stoop, twist, crouch, 
climb, balance, see, talk, hear, and manipulate objects. The position requires some mobility including 
the ability to lift and/or move materials under 5 lbs. frequently, 5-60 lbs. occasionally, and over 60 lbs. 
rarely. This position requires both verbal and written communication abilities. 
 
Working Conditions:  The work environment characteristics described here are representative of 
those an employee encounters while performing 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 position, the employee is primarily working indoors in an office 
environment. The noise level in the work environment is usually moderate and lighting is adequate. 
 


