	Job Title:         Court Clerk                 
	Salary Range:  Pay negotiable

	Department:      Administration
	PART-TIME POSITION: 3 days per week & one Monthly Court Date

	Revision Date:   04/16/2025
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Position Overview 

Under general supervision of the Town Secretary.  Responsible for the administrative duties of Code Enforcement and Court Proceedings.  

Essential Job Functions

Take complaints from citizens.
Correspond with offenders and complainants.
Photograph offense if necessary.

Contact animal control when necessary.

Compile all court forms and send letters and notices to defendants.

Accept and process citations and complaints from the Police Department and Citizens.

Set up community service, defensive driving, deferred adjudication and time payments.

File all necessary paperwork with the State.

Requirements

Valid Texas Driver’s License
High school diploma or equivalent
Experience, Training, Knowledge and Skills

Knowledge of Municipal Court Proceedings

General office skills including computer experience

Customer service, organization and self-motivation skills

Must be able to meet deadlines

Physical Demands and Working Conditions

Physical requirements include visual acuity, speech and hearing; hand and eye coordination and manual dexterity necessary to operate a computer keyboard and basic office equipment.  Subject to sitting for long periods of time in order to perform essential job duties.  Working conditions are in an office environment.

NOTE: This job description is not intended to be all-inclusive. Employees may perform other related duties as negotiated to meet the ongoing needs of the organization.
