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Employment Opportunity 

Kittitas County, Washington 
POSTED:  8/31/2017 CLOSES: Open until filled  

 

JUDICIAL ASSISTANT 

The current vacancy in the Superior Court is a part-time, non-union, non-exempt position with benefits 
expected to begin as soon as possible.  Anyone who meets the qualifications stated below may apply. 
 
SALARY RANGE: $1,753.50- $2,359.50 per month. 
 
ESSENTIONAL FUNCTIONS 

 Reception:  Receive and answer all incoming telephone calls and attend to visitors.  Answer 
questions/inquiries and provide information, screen calls accordingly, direct or refer visitors and callers 
to the appropriate staff or department; take accurate messages.  Process mail, open and deliver to 
judges.  Keep track of inventory and order supplies; maintain and stock courtroom and monitor office 
supply inventories.  Receive bail bond petitions for Presiding Judge’s approval to post bonds with the 
court.  Advise bail bond company and Kittitas County Corrections Center of acceptance or denial.   

 Secretarial:  Transcribes judges’ memorandum decisions, type regular correspondence, faxes, emails, 
pleadings and court orders; maintain office files and records systems.   Intercept and distribute ex parte 
matters.   Reassign cases in event of recusals, affidavits of prejudice and other conflicts of any nature in 
all case types.   

 Truancy Coordinator:  Manage and coordinate the truancy program with respect to the BECCA Bill, to 
include setting and preparing the docket for the court and coordination of all truancy hearings.  Prepare, 
file and mail pleadings to all parties for each court proceeding.   

 BECCA Court Facilitator:  Responsible for managing and scheduling at risk youth (ARY) and child in need 
of services (CHINS) hearings.  Appoint court appointed attorneys as needed.  Prepare, file and mail 
pleadings to all parties for each court proceeding.   

 Superior Court ADA Coordinator:  Serve as the Superior Court ADA Coordinator and is responsible for 
providing disability accommodations and for assisting those individuals who need American Sign 
Language (ASL) or language interpreter services.     

 Monitors and enforces all applicable court rules, including continuances, compliance with local rules and 
procedures and court fee schedules. 

 Performs liaison functions with other components of the justice environment. 

 Manage court activity to include record management, jury coordination, and monitor for security 
concerns. 

 Under the direction of the Court Administrator supervise jury activity with full responsibility for assuring 
the comfort and deport of jurors assigned to the judicial department.  This includes, but is not limited to, 
issues of communication, security, illness, reasonable accommodation, emergency matters, meals, 
sequestering, and personal concerns that could affect a party’s right to a fair trial.   

 Coordinate the activities involved in obtaining and providing orientation to jurors serving the Superior 
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Court.  Prepare drafts of summons, questionnaires and related paperwork; collect, copy and disseminate 
jury questionnaires; analyze questionnaire responses and excuse from service those who meet legal 
and/or court criteria.  Prepare nametags.  Copy and distribute additional juror questionnaires on day of 
trial, as necessary.   

 Coordinate scheduling of jury panels with the Superior Court Administrator and take attendance.  
Prepare, record, revise messages and operate the telephone voice mail recording system for juror 
information.   

 Operate and monitor the quality of the Court’s digital recording system; troubleshoot and coordinate 
systems’ maintenance. 

 Serve as the backup Court Administrator in his/her absence and perform related duties.   

 Initiate courtroom security protocols when needed.  Arrange for jail transportation to and from the 
courtroom.  Exercise discretion regarding the need for extra security and make arrangements therefore.   

 Maintain regular and predictable attendance during scheduled work hours. 

 

OTHER FUNTIONS 

This job description is a summary of the primary functions and expectations for this position.  Additional 
department- related duties may be assigned as required. 
 

MINIMUM QUALIFICATIONS 

 High School diploma or GED certificate. 

 Degree in Law and Justice, Public Administration, Business Administration, OR two (2) years of 
progressively responsible general office and/or clerical experience utilizing the required 
knowledge, skills, and abilities listed below. 

 A criminal history background check will be performed.  Candidates may not qualify if they have 
misdemeanor or felony charges or convictions.  Convictions will not necessarily disqualify you 
from employment.  Facts such as age and time of the offense, seriousness and nature of the 
violation and rehabilitation will be taken into account. 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 Knowledge of the principles and practices of public and court administration. 

 Knowledge of legal terminology and procedure as applicable to judicial, clerical, and courtroom 
work. 

 Knowledge and understanding of court related codes, laws, and procedures. 

 Knowledge of the principles of office management and supervision. 

 Ability to establish and maintain courteous and respectful working relations with colleagues at 
the same or higher level, subordinates, other Court and County employees, as well as persons in 
other organizations, departments, agencies, and the public. 

 Ability to work under pressure and meet deadlines. 

 Ability to maintain confidentiality. 
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 Must be engaged, self-motivated, and possess the ability to work independently. 

 Ability to clearly express ideas and recommendations verbally and in writing. 

 Initiate, compile, compose and/or edit correspondence, records, narrative, statistical and 
financial reports and other documents relevant to the area of assignment.  Proofread effectively 
for arrangement and grammatical composition. 

 Ability to respond to difficult work-related problems or questions, exercising good judgment, 
fairness and discretion. 

 Learn, apply and interpret policies and procedures, use good judgment in evaluating situations 
and making decisions. 

 Proficient with computer systems, including Microsoft Office software and the ability to 
learn/use other associated department-specific software. 

 Ability to meet and relate to the general public in a knowledgeable and courteous manner. 

 Must be well-organized with effective management and team building skills and be able to 
multi-task and work independently under pressure. 

 

REQUIRED DISTINGUISHING CHARACTERISTICS 

The incumbent must maintain strict confidentiality in performing the duties of Judicial Assistant.   The 
incumbent must also demonstrate the following personal attributes:  

- Excellent interpersonal and sound judgment skills.   
- Ability to work efficiently in an extremely fast-paced environment.   
- Strong commitment to public service, quality performance, attention to detail.   
- Good coping skills to work in a complex and sometimes difficult environment.   
- Ability to handle multiple projects at one time with continuously changing priorities.  
- Ability to conduct work under pressure, work long hours on occasion and meet deadlines.   
- Strong initiative, organization, memory, time management and problem-solving skills.   
- Ability to understand the effects of actions on others.   
- Ability to work well individually and in a team environment. 
- Ability to embrace change as an opportunity for growth.   
- Ability to accept and follow specific directions and performance feedback.   
- Ability to be flexible, dedicated, tactful, and diplomatic.   
- Cultural awareness and sensitivity. 

 

PREFERRED QUALIFICATIONS 

 Prior experience working in a law firm/agency or court environment. 

 Knowledge of governmental structure, rules, regulations and processes. 

 

DESIRED KNOWLEDGE, SKILLS AND ABILITIES 

 Bilingual in English/ Spanish, or versed in American Sign Language. 

 

WORKING CONDITIONS 

Work is typically performed in a busy, open office environment with constant interruptions.  Incumbent 
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must meet with a variety of people on a regular basis, with possible exposure to hostile or highly 
emotional members of the public who may use offensive language.  This position requires the ability to 
manage priorities and meet deadlines.  The incumbent must be able to manage job-related stress 
without disruption or decline in performance.  The position requires long hours of sustained seated 
posture and prolonged periods of computer operation and use of standard office equipment; work often 
requires long periods of intense concentration, attention to detail, and high levels of accuracy.  Must 
have sufficient strength to lift, pull, push and/or carry up to 25 pounds using safe techniques; vision to 
read printed materials and a computer screen, and hearing and speech to communicate clearly in 
person or over the telephone.  

This position may require some local and out-of-town travel for meetings or professional development.  
Employee must have the ability to safely operate a motor vehicle in varied weather conditions and all 
levels of daylight. 

Regular attendance and punctuality are required and expected during regular business hours; occasional 
extended hours may be necessary.  

Reasonable accommodation may be made to enable individuals with disabilities to perform the essential 
functions of the position. 

 

APPLICATION PROCESS 

Applicants must apply online using the electronic recruitment portal.  The following items are required: 
1) Kittitas County Employment Application, 2) Resume, 3) Letter of Interest, 4) Supplemental Exam 
Answers, 5) Three (3) Professional References and 6) Three (3) Personal References.  All applications 
must be submitted online; paper copies will not be accepted. 

 

SUPPLEMENTAL EXAM QUESTIONS 

1. Describe two situations in which you were responsible for meeting deadlines or working under 
other kinds of pressure.  Explain how you met this pressure without an undue amount of stress 
on yourself and others. 

2. Describe your experience and training that uniquely qualifies you for the position of Judicial 
Assistant with the Kittitas County Superior Court.  Be sure to include any experience working 
within the court systems. 

3. What is your experience working in confidential and/ or criminal justice settings? 

 


