Judicial Secretary 2

Established in 1968, the Commonwealth Court of Pennsylvania is an intermediate
appellate court responsible for matters involving state and local governments and
appeals from state agencies and the Courts of Commmon Pleas. You will be joining a
distinguished and well-respected organization that provides employees with
appropriate compensation, excellent benefits, and opportunities to learn and grow.

The Honorable Judge Dumas is accepting applicants for a Judicial Secretary within
her Harrisburg chambers. The interested individual will perform a variety of legal
secretarial functions while interacting extensively with the Judge, chambers staff
and other departments of the court . Outstanding written and oral communication
skills are required. The individual must be professional, flexible, organized and

detailed.

Posted: September 18, 2023 Status: Full-Time Hire
Department: Judicial Chambers Salary: $50,173 - $59,327
Location: Harrisburg

Primary Duties

e Implements and follows procedures that expedite the flow of memoranda and
other court documents.

e Screens visitors and phone calls for the judge, apprises the judge of all office
activity in regard to visitors and callers, and answers inquiries or refers them to
appropriate person for handling.

e Sorts, reviews and routes mail and email; maintains control over incoming and
outgoing correspondence, and prepares standard replies on subjects relating to
the status or pertinent dates of cases.

e Retrieves and assembles legal documents and briefs in prescribed format copies,
and transmits to other chambers as required.

e Circulates draft opinions electronically to other chambers; enters and maintains
electronic voting records for Judge; files opinions and orders after final approval.

e Uses the computer to prepare memoranda and other correspondence from oral
instructions, handwritten notes and rough drafts; circulates such correspondence
to other judges, prothonotary, filing office or others as required.

e Maintains case files, journals and general files, as well as records of filings, court
activity, and legal appointments.

e Arranges and schedules appointments and prepares travel arrangements for the

judge.

Limited travel may be required within the state of Pennsylvania.
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Qualifications

e High school diploma or equivalent; AND

e Five years of legal, civil paralegal, computer, and related legal secretarial
experience.

e An equivalent combination of education and experience, and / or training may
be considered.

e A satisfactory criminal background check is required.

Additional Preferences / Requirements:

e Thorough knowledge of court procedures and policies, legal documents, laws
and legal factors pertaining to the court.

e Thorough knowledge of modern office practices, procedures and equipment
including use of Microsoft based computer products.

e Thorough knowledge of legal terminology, legal bibliography, methods of citing
and legal procedures.

e Ability to type with utmost accuracy and awareness of detail.

e Ability to maintain accurate and organized files and records, and to compile
complete meaningful reports utilizing PACMS, or other available systems.

e Ability to independently prepare and assemble entire orders, opinions,
memoranda, and other legal documents.

e Ability to exercise judgment and discretion in handling callers and interacting
with the public and court-related personnel.

e Experience with PACMS or other computerized case management or docketing
system.

Employee Benefits

e Full medical, dental, and vision benefits begin on first day of employment.

e Generous annual and sick leave plus thirteen scheduled holidays per year.

e Retirement plan with the State Employees' Retirement System.

e Other benefits and full details can be found at www.pacourts.us under Human
Resources.

Interested individuals should email their cover letter, resume, and
references to CommonwealthCourtJobs@pacourts.us.
Resumes may be submitted until the position is filled.

Unified Judicial System Hiring Policy

The Unified Judicial System of Pennsylvania recruits, employs, and promotes the most qualified applicants with-
out regard to their political affiliation, race, color, age, national origin, sex, sexual orientation, gender identity or
expression, religion, disability, or other non-merit facts or considerations. Reasonable accommodations will be
provided to applicants with disabilities as may be necessary to ensure that all applicants are given a fair and equal
opportunity to compete for all employment positions. Applicants who need accommodation for an interview
should request so in advance. UJS hiring and employment policies and procedures are intended to conform to all
applicable state and federal laws governing fair and non-discriminatory hiring and employment practices and are
subject to change as necessary to remain in compliance with such laws.




