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NATURE OF WORK 

 

The Court Clerk is responsible for assisting the Clerk of Court in the administration and day-to-day operations 

of the Tribal Court of the Seminole Tribe of Florida. The individual assists the general public in properly 

navigating the judicial system, and answers general inquiries regarding judicial procedures, court appearances 

and trial dates. The individual assists in maintaining the files of all cases filed with the Seminole Tribal Court 

and the preparation and maintenance of dockets for court sessions. The individual assists in the preparation 

and dissemination of court documents including summons, notices and subpoenas and assists in collecting all 

fines and monies paid to or collected by the Court. This position reports to the Clerk of Court and is a non- 

exempt position. 
 

 
 

ILLUSTRATIVE TASKS 
 

The listed duties are only illustrative and are not intended to describe every function that may be performed by this position. 
The omission of specific statements does not preclude management from assigning specific duties not listed, if such duties are a 
logical assignment to the position. 

 

 
 Assists in the maintenance of files and court dockets. Prepares and processes summons, notices, 

subpoenas, warrants, petitions, affidavits, rulings, findings, opinions and orders of the Court. 

Maintains the security and integrity of all court documents at all times. 

 
 Receives, verifies and examines legal documents to ensure adherence to court procedures. 

 
 Answers telephones in a courteous and efficient manner to provide customer service. 

 
 Acts as a back-up to the Court Clerk II and assists in other areas as assigned. Attends court 

proceedings occasionally. 
 

 Serves as custodian of funds collected by the Office of the Tribal Court Clerk. Receives/collects 

payments; reconciles collected fund and prepares accounting reports. 

 
 Assists general public concerning general court procedures and in properly filing documents with the 

Court. Reviews all of the documents that are submitted to the court to ensure accuracy, completeness 

and conformity to requirements without providing legal opinion. 

 
 Attends training in court procedures and case management systems, as requested. 

 
 Maintains the confidentiality of cases. 
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 Adheres to the Seminole Tribe of Florida laws, its standards of conduct for non-judicial employees, 

and policies and procedures of the STOF Court System. 

 
 Attends and participates in staff meetings, training sessions, court proceedings and other events, as 

required. 

 
 Performs additional related duties as assigned by the Clerk of Court or Court Administrator. 

 

 
 
 
 
 

KNOWLEDGE, SKILLS AND ABILITIES 
 

 Basic knowledge of the Seminole Tribe of Florida, its history, culture and organization. 

 Basic knowledge of general office policies, procedures and practices. 

 Basic knowledge of accounting principles. 

 Knowledge of English grammar, spelling and arithmetic. 

 Ability to perform accurate computations and verifications of data. 

 Ability to operate various office equipment, e.g. scanner, copy machine, fax and phone. 

 Proficiency in the use of computers and associated software with ability to enter data quickly and 

accurately 

 Ability to take initiative and exercise reasonable judgment. 

 Excellent written and oral communication skills. 

 Excellent organizational and time management skills. 

 Ability to prioritize work effectively and adjust to meet court system objectives. 

 Ability to work function independently, as well as, maintain effective working relationships in a 

collaborative team environment cooperatively in a team setting. 

 Ability to discern legal issues, define problems, collect data, establish facts, and develop timely 

solutions. 

 Ability to interpret and follow legal procedures and a variety of instruction furnished in written and 

oral form. 

 Ability to serve the STOF tribal community with honesty and integrity. 

 Ability to travel to all STOF reservations. 

 Ability to provide excellent customer service. 
 
 
 
 
 
 

Employee’s Initials 

 
2 



COMPENSATION AND CLASSIFICATION 
 
 
 
 

COURT CLERK I 
 

MINIMUM REQUIREMENTS 
 

High School diploma or equivalent GED is required. Associate’s degree is preferred. Two (2) years of clerical 

experience, one of which included the processing, examining, preparing or reviewing any type of legal 

document. Demonstrated knowledge of legal procedures, ability to take minutes of meetings, transcribe and 

compile meeting agendas. Demonstrate outstanding interpersonal skills. Must be proficient in Microsoft 

software packages and add-ins. Attention to detail, strong organizational and time management capabilities. 

Must possess a valid Florida Driver’s license. Must be able to travel to all STOF Reservations and work 

flexible hours including evenings, weekends and holidays.  

 
PHYSICAL DEMANDS 

 

The work is sedentary. Typically, the incumbent may sit comfortable to do the work; there may be occasional 

bending and carrying of items such as books and papers, up to 25 pounds. Driving a company vehicle may be 

required. 
 

 
 

WORKING CONDITIONS 
 

Works in a clean, air-conditioned office area with little noise. 
 
 
 
 
 

  /   

Administrative Office of the Seminole Court 

Director Approval Date 

 
I have reviewed the job description written above. I have had the opportunity to discuss it with my immediate 

supervisor(s) and understand the duties and responsibilities of this position. 
 

  /   

Print Name  Date 
 

 
  /   

Employee Signature  Date 
 

Review Date: May 31, 2019 LF/ms 
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