
 
 

ISABELLA COUNTY TRIAL COURT 
 Business Office Manager 

 Job Description 
 

General Summary 
 
An at will Court employee under direction of the Court Administrator, who supervises the 
court’s business office case processing, clerical, and other staff assigned to the civil, criminal, 
traffic, probate, and juvenile caseloads.  Is responsible for administration of the Trial Court 
Business Office.  Oversees and participates in the processing of Trial Court business, cases and 
files, which includes reviewing, processing, and filing documents related to such cases.  Provides 
assistance and direction on case processing, collections, receipting/dispersing monies, and 
general business office operations to attorneys, court users, stakeholders, and members of the 
public.  
 
Essential Functions 
 
1.  Responsible for recruiting, selecting, training, developing, and counseling business office 
employees.  Establishes ethical standards, assigns work, scheduling and final approval of leaves, 
reviewing and evaluating performance, and handling employee relation issues. 
 
2.  Conducts regularly scheduled staff meetings, which are used as a forum to inform, educate, 
and keep abreast of the employee’s needs, relay management’s needs, and open communication.   
 
3.  Submits vouchers for payment of all office bills and monitors and maintains the office budget. 
Assists the Court Administrator in budget preparation by researching and compiling financial 
data. 
 
4.  Reviews and analyzes existing policies and procedures.  Develops and implements changes to 
policies and procedures assuring compliance with new legislation and Supreme Court Rules.  
Coordinates policy changes with staff and related agencies. 
 
5.  Manages the court data processing system, including working with Judicial Information 
System, TCS, DMC, CherryLan, and other software and hardware system providers on required 
program changes and new program development in order to simplify procedures, improve 
efficiency, or implement new statutes or changes to existing statutes.  Schedules maintenance 
work for computer systems and arranges corrections and upgrades regarding problems with 
system operations. 
    
6.  Oversees the processing of all aspects of court cases in and through the Court’s business 
office.  This includes but is not limited to opening files, operating the computer systems to enter 
and update case information, scheduling and docketing in conjunction with the assignment 
clerks’ office, processing and printing show cause notices, bench warrants, and other documents. 
This includes, preparing forms, correspondence and documents, filing papers, collecting fees, 



and ensuring scheduling of matters and the service of process. 
 
7.  Responsible for overseeing the processing of documents such as garnishments, writs of 
restitution, orders, and others for timeliness, completeness and compliance with the court rules. 
 
8.  Provides oversight and is responsible for court files to determine readiness for hearings, trials, 
default judgments, dismissals, and other court proceedings, including checking for service and 
completeness of documentation. 
 
9.   With the Court Administrator's approval investigates complaint of attorneys, defendants, 
criminal justice agency representatives, and public regarding court operations or employees, 
determines cause of the problem, and takes appropriate action. 
 
10.  Collect and compiles statistics on court activities.  Prepare required reports and analyzes 
data to estimate future caseloads and project possible changes in staffing or processing 
procedures. 
 
11.  Assists Court Administrator in decision making regarding court policies and procedures.  
Provides assistance and guidance to case processing personnel by interpreting court procedures 
and policies, and follow-up on the more complex or difficult issues and inquiries. 
 
12.  Assists the Court Administrator ensuring that case processing operations are in compliance 
with the statutes and court rules. 
 
13.  Collects and maintains data on court activity, including caseload statistics, revenue, and 
expenditures. 
 
14.  Provides oversight and coordinates all aspects of financial operations, fine cost and other 
revenue assessments and collections, statistical reports, reporting procedures, and program 
development. 
 
15.  Monitor court record retention and oversees the destruction of records. 
 
16.  Performs functions of clerical support staff of the office as necessary. 
 
17.  Monitors business office supplies and assures adequate supplies are on hand. 
 
Other Functions 
 
18.  As directed. 
 
This list may not be inclusive of the total scope of job functions to be performed.  Duties and 
responsibilities may be added, deleted or modified at any time. 
 
 
 



 
Employment Qualifications 
 
Education:  Bachelor’s Degree or equivalent in business or public administration, accounting, 
data processing, criminal justice or closely related areas. 
 
Experience:  Four years of progressively more responsible experience involving the 
processing of court cases or closely related experience in the criminal justice system.  Individual 
must have extensive exposure to the processing of court cases and related data processing 
activities. Prior supervisory experience preferred. 
 
Other Requirements: 
 
FLSA Status; Exempt. 
 
The qualifications listed above are intended to represent the minimum skills and experience 
levels associated with performing the duties and responsibilities contained in this job 
description. The qualifications should not be viewed as expressing absolute employment or 
promotional standards, but as general guidelines that should be considered along with other job-
related selection or promotional criteria. 
 
Physical Requirements [This job requires the ability to perform the essential functions 
contained in this description.  These include, but are not limited to, the following requirements. 
Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 
or more of these requirements]: 
 
Ability to enter and retrieve information from a computer terminal. 
Ability to access office files. 
Ability to access all areas of the court. 
Ability to operate cash register, copy machine, fax machine, microfiche, computer, printer, 
and other office equipment. 
Working Conditions: 
Works in an office setting. 
Exposure to persons charged or convicted of criminal offenses. 
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