Jurisdiction:  Cortland County

Jurisdictional Class: Labor

Adopted:  10/20/05

COURT ATTENDANT

DISTINGUISHING FEATURES OF THE CLASS:  


The work involves responsibility for maintaining order and decorum in a room to ensure smooth operation of court proceedings.  The work is performed under the direct supervision of a law enforcement officer.  Does related work as required.

TYPICAL WORK ACTIVITIES:

Assembles and guides courtroom participants;

Announces cases in the hallway;

Seats witnesses;

Administers oaths during legal proceedings;

Escorts the jury and guards evidence when necessary;

Keeps courtroom and lawyer's lounge neat and orderly;

Answers telephones in the lawyer’s lounge;

Performs other duties essential in maintaining the smooth operation of the court.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Ability to establish and maintain effective working relationships with others;

Ability to orally communicate effectively;

Ability to deal effectively with the public;

Physical condition commensurate with the demands of the job.

MINIMUM QUALIFICATIONS:

None.

