
COUNTY OF CARBON 
JOB ANNOUNCEMENT 

NON-UNION 
 

BULLETIN  51    

POST DATE: March 17, 2023 

APPLICATION DEADLINE DATE: Until Filled 

POSITION:  Deputy Clerk    DEPARTMENT:  Clerk of Courts 

RATE OF PAY:  $ 14.33  per hour  HOURS WORKED:  8:30 a.m. to 4:30 p.m., Monday to Friday 
Applications to be filed with Clerk of Courts 
 by mail: Carbon County Prothonotary, PO Box 107, Jim Thorpe, PA  18229 or 
 email: tboni@carboncourts.com or 
 fax: 570-325-3637 

BENEFITS: Highmark BC/BS, Vision, Delta Dental and Life Insurance. (First of the month following sixty (60) calendar days) 
 County Retirement Plan. Aflac, optional. 
 Paid time off – Holiday from start. Vacation, Sick, Personal (after completion of six (6) month Initial Employment 

  Period) 

OVERALL OBJECTIVE OF JOB: Performs a variety of clerical duties which can be basic filing to specialized clerical duties 
depending on assignment. For instance, clerical duties related to the processing and maintenance of court records, to attending and 
documenting court hearings. Receive incoming telephone calls and provide routine information upon request. Interview and interact 
with customers in person or face to face is required in many areas. 
 
QUALIFICATIONS:  
EDUCATION/TRAINING: High school diploma or equivalency, plus some clerical and computer training required. 
WORK EXPERIENCE: One (1) year general office experience and effective verbal and written communication skills are required. 
Must be able to pass general clerical testing. 
 
ESSENTIAL FUNCTIONS OF JOB:  

1. Employees performing in this job function may perform some or all of these duties. The omission of specific statements of 
duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. 

2. Functions in an information capacity through receiving incoming mail, phone, personnel, and public requests for information 
concerning the assigned work area; provides information or resolution, or directs to appropriate department/entity. 

3. Prepares and assembles hard copy and electronic files applicable to the assigned work area, i.e., creating new cases, 
matching data and documentation, creating labels. 

4. Perform various clerical duties to include mailing, scanning, filing, etc. 
5. Date and time stamp all documents processed. 
6. Accept and post bail, obtain necessary signatures, update CPCMS and send appropriate paperwork to the prison 
7. Perform cashier work relating to assigned activities, which includes accurately and efficiently receipting and accounting for 

cash, checks, money orders and other forms of payment. 
8. Copy and distribute documents to all involved parties and agencies. 
9. Maintain and update court files. 
10. Pull and deliver requested files and records. 
11. Maintain integrity of records and filing systems in numeric and party format. 
12. Maintains case files and assists in case flow management. 
13. Receive/route incoming telephone calls for the Clerk of the Courts, Criminal and Collections Divisions. 
14. Provide routine information to the public via telephone and in-person. 
15. Compose various types of correspondence and court documents with limited assistance. 
16. Receive process and prepare legal documents. 
17. Research and provide information via telephone to authorized parties such as public defenders and private attorneys, DA, 

Sheriff’s Office, Probation, etc. 
18. Perform routine data entry in maintaining and updating information. 
19. Review and verify all work processed for the purpose of ensuring accuracy and completeness in duties performed. 
20. Participate in cross-training initiatives to acquire knowledge and skill sets to support efficient functioning of the assigned work 

unit. 
21. Receive, sort, organize, scan, and input pleadings into CPCMS. 
22. Prepares, completes, processes, and/or issues a variety of documents specific to the assigned work area such as writs, 

subpoenas, notices, and payments. 
23. Accepts or rejects bonds based on specified criteria. Collects payments and issues receipts. 
24. Communicate with coworkers, management, staff, the general public, and others in a courteous and professional manner. 
25. Provide front counter service for various operational functions. 
26. Respect and properly maintain confidential records. 
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KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

1. Must be able to speak and understand the English language in order to carry out essential functions of job. 
2. Must possess effective communication and interpersonal skills. 
3. Must possess ability to function independently. have flexibility and the ability to work effectively with public, co-workers and 

others. 
4. Must possess ability to maintain confidentiality in regard to information and records. 
5. Must possess the technical knowledge of operating personal computers and other 
 office equipment with accuracy and reasonable speed. 
6. Must possess the ability to make independent decisions 
7. Must possess ability to type accurately and within reasonable time period and to prepare required documents in accurate and 

efficient manner. 
8. Must possess ability to maintain adequate records, both written and in computer files. 
9. Must possess knowledge of various types of criminal documents, legal terminology, as well as records and general Clerk of 

Courts duties and operation. 
 

WORKING CONDITIONS: 
1. Works indoors with adequate workspace and lighting, but with fluctuations in temperatures and ventilation. 
2. Normal indoor exposure to noise and stress, but subject to frequent disruptions. 
3. Normal indoor exposure to dust/dirt from old files. 
4. May need to climb ladder to retrieve files/ records. 

 

PHYSICAL REQUIREMENTS: 
1. Must possess ability to record, convey and present information, explain procedures and follow instructions. 
2. Must be able to sit for long periods throughout the workday, with intermittent periods of standing, walking, bending, twisting, 

squatting, carrying, pulling, and reaching as necessary to carry out essential job duties. 
3. Dexterity requirements range from simple to coordinated movements of fingers/hands; feet/legs; torso as necessary to carry 

out essential job duties. 
4. Sedentary work, with occasional lifting/carrying of objects with weights of ten pounds, i.e., dockets, files, etc. 
5. Must be able to pay close attention to details and concentrate on work. 

 
AN EQUAL OPPORTUNITY EMPLOYER 

 


