COURT OF APPEALS OF GEORGIA
INTAKE CLERK/BRIEFS CLERK
POSITION:  

         INTAKE CLERK/BRIEFS CLERK
DESCRIPTION OF DUTIES: The Intake/Briefs Clerk provides both telephone and in-person reception and the intake of documents from pro se litigants.  The Intake/Briefs Clerk orders the retrieval or photocopying of records for visitors to the office and provides general docket information to parties, attorneys and the public.  The Intake/Briefs Clerk also greets all visitors to the Court and serves as a contact person between the public and the judges.  The Intake/Briefs processes all briefs filed electronically and via paper into the docketing system.
JOB RESPONSIBILITIES:    

· Receives all incoming telephone calls and walk-in filings from pro se litigants.  Handles these contacts courteously, efficiently and accurately.
· Receives calls from the public asking for the judges and obtains and provides callers’ contact information to the judges.
· Accepts filings fees and photocopying fees; provides receipts.
· Picks up, opens and records mail that has been received in the overnight drop box.
· Dates and time stamps filings received thru walk-in filings.
· Assists attorneys and pro se parties who wish to review records.

· Makes copies of documents for parties and attorneys.

· Provides docket information to pro se parties and attorneys over the telephone and at the front desk.
· Routes telephone calls to clerk and appropriate staff.
· Maintains office closing message on telephone recorder.  Also records holiday closing messages as appropriate.
· Inputs attorney admission information into the Court computer system.

· Inputs case citations from appellate reports into the docket system. 

· Enters information about attorney suspensions or disbarment in the docket system.
· Identifies pending cases in which an attorney is suspended or disbarred and makes a report of these cases to the Clerk.

· Reviews all briefs received for compliance with Court rules.

· Enters information of type of brief received, filing date and other required information which may be helpful to the Court in the docket system.

· Scans documents as necessary.

· Others tasks as assigned by the Clerk/Administrator
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

· Has the ability to handle multiple incoming telephone lines.
· Has the ability to speak, read and write English correctly and fluently.

· Has excellent communication skills.
· Has pleasant personality and neat appearance.
· Has ability to use a personal computer to locate information on the docket for the benefit of parties and the public in a courteous, accurate and efficient manner. Can perform data entry and word processing.
CREDENTIALS & EXPERIENCE: High School Diploma or GED. Experience with telephone and office reception duties is preferred.  Preferably has had experience in trial or appellate court or familiarity with types of legal documents.
PHYSICAL REQUIREMENTS:  

1.
Ability to speak and hear visitors at an ordinary conversation level and to participate in telephone conversations.
2.  
Ability sit at a desk for long periods of time using telephone or personal computer.
3.  
Ability to walk, stand, bend, stoop, lift, reach and stretch in handling heavy and/or bulky items.
4.
Ability to lift and sort heavy or bulky items up to 30 lbs.
STARTING SALARY:           (Hiring salary is dependent upon credentials and experience).
LOCATION:



Court of Appeals of Georgia, Atlanta, Georgia






330 Capitol Avenue, S.E.






1st Floor, Suite 1601






Atlanta, GA 30334
SEND RESUMES VIA EMAIL TO:      coarecruit@gaappeals.us
AN EQUAL OPPORTUNITY EMPLOYER

