
 

 

Taylorsville City 
Job Description 

 
 

Title:  Judicial Services Representative I   Grade: 6 
Department:  Court             Effective Date:       04/01/2010 
FLSA Status: Non-Exempt            Last Revised:        04/01/2010 
 

PRIMARY DUTY 
 
Performs all pre-case related duties, including assisting self-represented litigants, electronic filing, 
general court patron service, correspondence with public and fee receipting.  
  
SUPERVISION RECEIVED 
 
Works under the close supervision of the Justice Court Judge. 
 
SUPERVISION EXERCISED 
 
This position does not have supervisory responsibilities. 
 
ESSENTIAL FUNCTIONS 
 
This position has three career levels where additional skills and responsibilities may be required.  
The Judicial Service Representative I assists self-represented litigants or patrons with protective 
orders, accepts or rejects e-filed cases, case filing, over the counter and mailed filings. Scans, 
provides customer service, receipts fee payments and processes mail. Provides phone and e-mail 
correspondence with public and has minimal interaction with attorneys or judges regarding case 
research. Other duties as assigned.  
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
 

A. High School Equivalency;  
AND 

 
B. Two years of professional office experience with one of those years being in customer 

service.  
 

2. Essential Functions, Knowledge, Skills, and Abilities: 
 

Knowledge of court procedures, form processing and requirements, court expertise, 
communication skills. Must be detail oriented and multi-tasked oriented. Basic computer 
knowledge is mandatory.  

 
3. Work Environment: 
 

Incumbent of the position performs in a typical office setting with appropriate climate controls.  
Tasks require variety of physical activities, not generally involving muscular strain, such as 
walking, standing, stooping, sitting, reaching, talking, hearing and seeing. Common eye, 
hand, finger dexterity exist.  Mental application utilizes memory for details, verbal instructions, 
emotional stability, discriminating thinking and creative problem solving.  Periodic travel may  
be required in normal course of job performance. 



 

 

 
DISCLAIMER: The above information is intended to describe the general nature of this 
position and is not to be considered a complete statement of duties, responsibilities, 
requirements or knowledge, skills & abilities.  Employees may be required to follow other job-
related instructions and to perform other job-related duties as requested, subject to all 
applicable state and federal laws.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
 

I ________________________________ have reviewed the job description.  Date:______________  
 


