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                                         CITY OF FRUITA

JOB ANNOUNCEMENT

Date of Posting:

May 6, 2016
Job Title:
 

Municipal Court Clerk
Department: 
 

Municipal Court
Salary:


$15.15 per hour
Supervisor:

 
Judge Daniel Robinson
Position Status:

Part-Time (25 hours per week)
FLSA Status: 

Non-Exempt
No. of Open Positions: 
1
SUMMARY:   
Under the general supervision, the Municipal Court Clerk will perform general office duties to assist the public and provide current, organized records for the municipal court.  Records reflect the sentences, fines and orders of the municipal court judge.  The Court Clerk verifies that court orders are complied with, which requires ongoing contact with the defendants.  The Municipal Court Clerk must demonstrate the ability to maintain confidential information/material.

QUALIFICATIONS

High School Diploma or equivalent.  Must be able to demonstrate the ability to communicate with the general public, be self-motivated and possess good interpersonal skills.  Solid organizational and communication skills are necessary and computer knowledge and skills of current software programs are used.  Experience with municipal court procedures preferred but not required.  Ability to successfully pass a pre-employment background investigation.  
TO APPLY:    
Submit resume and/or completed City applications to Human Resources, City of Fruita, 325 E. Aspen, Fruita, CO 81521 by close of business Monday, May 16, 2016.  

The City of Fruita is an Equal Opportunity Employer

