BENTON COUNTY CLERKS OFFICE

INTRA-DEPARTMENT ONLY

(Only Current Superior Court Clerk Employees May Apply)

POSITION:

Legal Process Assistant III-Collection Department
LOCATION:

Kennewick Office

TYPE:

Full Time - Bargaining

SALARY:

GRADE 6 RANGE  $2872 TO  $3728 per month 

SUMMARY: DUTIES AND RESPONSIBILITIES:  The LPA III, under supervision of the Clerk, Chief Deputy Clerk, Office Supervisor and Collection Supervisor, is responsible for providing assistance to Collection Deputy’s within the Collection Department. The duties of this position vary from day to day.  This position is one that requires flexibility and the desire to take the initiative and seek out areas in the department that need assistance. The complex clerical tasks require processing and scanning all paper work on a timely basis, and ability to follow established policies on the processing of information filed in the Clerks office; other duties as assigned.

MINIMUM QUALIFICATIONS: High school graduate or GED, four years of progressively responsible clerical experience including three years of legal office experience, or any combination of education and experience which would, in the opinion of management, provide the applicant with the desired skills, knowledge and ability required to perform the job.   

DESIRABLE QUALIFICATIONS: This position is one of great responsibility, must be self-motivated to apply skills to a high level of performance; must have the ability to work independently with minimum of supervision and a high degree of accuracy; work under pressure and maintain composure and assurance under difficult circumstances, requiring courtesy, tact and good judgment along with the ability to communicate positively with other employees, judges, jail staff, defendants, attorneys, prosecutors and other diverse groups of people; good working knowledge of legal procedures; filing & telephone techniques; use of office machines; computer experience & application; ability to make decisions confidently, good verbal and written communication skills; ability to organize  large amounts of paperwork, pay strict attention to detail and be able to prioritize work assuring efficient completion of work load.  Prior knowledge of the Clerks office is desirable. 

Applicants are responsible for supplying all information relative to qualifications for this position.  All minimum qualifications must be met to be considered for position.   Selection based on qualifications, oral interview, and the opinion of management.
Contact: Turn in letter of interest and resume, in sealed envelope, for this position to management no later than 4:30 PM on December 19, 2016.

Posted: December 15, 2016 
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LPA III-Collection Department - Grade 6 - Full-Time 

Benton County Clerks Office/Collection Department

GENERAL DUTIES:

A)
Assist the Collection Deputy’s with paperwork when they return from court.  

B)
Scan and re-file all documents related to the Collection Department. 

C)
Back-up the Accounting Assistant in the Collection Department when this person is out of the office. 

D)
For optimum efficiency, the clerk is expected to gain a general knowledge of the

Clerks office and be familiar with other County offices.

E)
Assist with front counter duties during high traffic times or during absences.

F)
Assist with full-time scanner during busy times or absences

G)
Process orders extending jurisdiction.

H)
Clerk the LFO docket.

I)
Any other duties that may be assigned.
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