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Municipal Court
Job Opening
 City of Pleasant Valley, Missouri

PART-TIME COURT CLERK
16-20 Hours/per week
SALARY:   $12.50/Hr - $15/Hr

Job Summary
Handles work flow of cases filed with the City's Municipal Court and ensures that all records of the Court are accurately maintained.

Requirements and Work Environment:
· Ability to work in a fast paced environment in an efficient & detail oriented manner
· Knowledge of general office practices and good organization skills
· Cash handling experience is a plus
· Ability to communicate professionally with staff, attorneys, and general public
· Must attend night Court sessions on the 2nd and 4th Monday of each month
· Ability to project a positive and professional image
· Minimum requirements include high school diploma or G.E.D.
· Ability to perform general clerical work and use basic office & spreadsheet software
· Work requires lifting up to 20 pounds
· Ability to work a flexible schedule of 16-20 hours per week

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:
· Processes citations and documents accurately in relation to Court procedures
· Accepts payments in accordance to the City's cash handling policy
· Manages and maintains confidentiality of all data processing of Court records
· Maintains professional conduct and composure even in difficult situations
Apply and submit employment application online at:  www.pleasantvalleymo.org

DEADLINE: Position open until filled              

City of Pleasant Valley 
6500 Royal Street
Pleasant Valley, MO 64068
Ph: (816)781-3996
