ADMINISTRATIVE OFFICE OF COURTS
300 Dexter Avenue
Montgomery, Alabama 36104-3741
(334) 954-5000

Sarah H. Stewart Nathan P. Wilson

Chief Justice Administrative Director of Courts

JUNE 29, 2026

OPEN JOB ANNOUNCEMENT

JUDICIAL ASSISTANT (07720)
$39,312.00 - $69,012.00
LOCATION: TALLEDEGA COUNTY

GENERAL

The Administrative Office of Courts (AOC) is accepting applications from qualified individuals to fill a
vacancy in the class of Judicial Assistant in TALLEDEGA County. Applications will be accepted until
close of business on July 31, 2026 or until position is filled.

NOTE: This is a confidential (at will) position, and the employee will be exempt from merit system rules
and regulations relating to appointment, tenure, and appeal. Confidential employees are, however, entitled
to retirement and all other fringe benefits available to merit system employees.

DEFINITION

This position will serve as an assistant in a district or circuit judge's office. The duties of this position
primarily involve providing secretarial and office management services along with screening the public
and attorneys who have business with the judge. Ideally, potential employees should possess general
knowledge of legal terminology, forms, and formats, as well as a general knowledge of court rules and
statutory provisions relating to the courts. Public contact and handling of confidential information are
inherent features of this position and require a high degree of discretion in screening the public, parties to
cases, and attorneys who request to see the judge.

EXAMPLES OF WORK PERFORMED

The following are examples of some of the work to be performed:

e Clerical and secretarial duties in accordance with standard practices, court system guidelines, and
judge's requirements.

e Proficient in computer, general correspondence, dockets, orders, letters, reports, judgments, notices,
and other legal documents from handwritten notes, dictation, or electronic recordings.
Independently prepares simple orders, documents, and correspondence from handwritten drafts or
dictation.

e Prepares purchase orders for office supplies. Inventories office equipment.

e Screens public, parties to cases, attorneys, etc., both in person and over the phone, determining if
their business is pertinent to the judge, or if it is of a priority for the judge to be disturbed, etc.;
routes visitors and telephone calls to the appropriate agencies and officials; answers routine
questions regarding office and court procedures.
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e Handles complaints and questions regarding court policies, procedures, and operations while
rr}fafl_intaining confidentiality. Endeavors to maintain positive public relations for the judge and
office.

e Coordinates communication and schedules between judges, the Administrative Office of Courts, and
attorneys.

e Prepares and distributes dockets.

e Manages judge's court calendars.

e Performs other related work as assigned or required.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES
e Considerable knowledge of English grammar, punctuation, and spelling.
e Considerable attention to detail is required.
e (Considerable knowledge and proficiency in Microsoft word and excel.
e Ability to follow directions and established guidelines, and to follow through regarding tasks,
assignments, projects, cases, and activities.
Ability to maintain confidentiality and use discretion and judgment.
Working knowledge of court system, rules of court jurisdiction and legal terminology.
Considerable knowledge of office management and procedures, including equipment operation
and basic maintenance.
Knowledge of who, what, when, and where to direct correspondence.
Skill in preparing court forms, documents, orders, correspondence, and legal memoranda.
Skill in typing and using other office equipment.
Ability to answer questions, deal with problems, refer people to other offices and agencies.
Ability to speak clearly, listen effectively, and express opinions (verbally and in writing).
Ability to use the telephone effectively.
Ability to operate office equipment, including calculator, and copy machine.
Ability to prepare, copy, and distribute court calendars and dockets.
Ability to relate well with the public, attorneys, other offices, and agencies, and to deal with
special situations and needs.
Ability to define problems and take appropriate action.
Ability to perform basic mathematical computations.
Ability to work under pressure and deal effectively with stress.
Ability to work independently, exercise initiative, and produce work that meets established
standards of quality and quantity.
Ability to maintain personnel records, including leave accounting.
e Ability to exercise patience and tact, and to project a professional manner and image.

MINIMUM QUALIFICATIONS
Any combination of training and experience equivalent to: Graduation from a standard high school or
possession of a GED equivalency. Some work experience in legal field is preferred.

HOW TO APPLY

Qualified individuals should complete the Alabama Unified Judicial System’s Employment Application
(Form PERS 22), which may be obtained at the AOC Human Resources office, the AOC web site
(http://humanresources.alacourt.gov), or the local offices of the Alabama State Employment Service.
Upon completion, email application to Copelanoffice@alacourt.gov

Applications must be received at the above email address on or before July 31, 2026 or until the position
is filled. Applications received after that date may not be considered. Selected applicants may be scheduled
for interviews at a later date.
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