
Beaver County, Pennsylvania 
CLASS DESCRIPTION 

POSITION TITLE: Legal Clerk II 
CLASSIFICATION NUMBER 101005* 
DEPARTMENT (S): Clerk of Courts 

There is currently one (1) full-time S7 Grade 4 Legal Clerk II position open in the Clerk of. 
Courts Office. Hourly rate of pay is $15.75 at 35 hours per week. 

The discretion of the Beaver County Board of Commissioners will determine when the position 
will be filled. 

GENERAL DISCRIPTION OF DUTIES 

. . ' 

Under general supervision, the purpose of the position is to provide non-routine administrative support for 
various legal functions at the County. Employees in this classification perform mid-level clerical work. 
Position is responsible for attending court proceedings, issuing oaths and certifying documents. Performs 
related work as directed. The Legal Clerk II is differentiated from the entry-level by increased discretion in 
the review, classification, categorizing, prioritizing, and/or analysis of data and/or information and greater 
skill and composure in interpersonal communication and customer service. 

ESSENTIAL FUNCTIONS 

The list of essential functions, as outlined herein, is intended to be representative of the tasks performed 
within this classification. It is not necessarily descriptive of any one position in the class. The omission of 
an essential function does not preclude management from assigning-duties-not listed herein if such 
functions are a logical assignment to the position. 

• Attends court proceedings to administer oaths to jury panel, witnesses and/or defendants. :

• Process paperwork from various types of court hearings with strict attention to the court orders
and details.

• Prepares continuances, bench warrants or other legal documents as requested by the Court.
• Application is required to have a strong ability to prioritize and to work under pressure and time

limits.
• Processes citations, criminal complaints and private criminal complaints according to standards

and procedures set forth by the Administrative Office of Pennsylvania Courts (AOPC),
Pennsylvania Criminal and Civil Rules of Procedure, County and office policies and related
statutes from initial entry to disposition.

• Enters information into computerized docket system and proofreads and corrects entries and
scans documents to computerized scanning system.

• Assigns hearing date and plea date.
• Arranges and changes payment schedules
• Distributes and mails summons and/or complaints in accordance to strict procedures.
• Files legal paperwork with accuracy and in accordance with established records management

procedures.
• Assigns court and date for indigence hearings.
• Issues warrants for arrest paying strict attention to the assignment of an NCIC number, and

records date warrant has been served.
• Processes license suspensions.
• Records continuance of hearing.
• Records final disposition of citation or complaint.
• Prepares and processes, electronically, Appeals to the following Appellate Courts:

Commonwealth Court, Superior Court and Supreme Court.








