
 
 

 

 
ISABELLA COUNTY TRIAL COURT 

DATA ENTRY CLERK - FAMILY DIVISION 
 
General Summary 
 
Under the supervision of the Assistant Friend of the Court and direction of the Support 
Enforcement Specialist, performs a variety of tasks to assist in Friend of the Court cases.  Enters 
court orders and adjustments on the Michigan Child Support Enforcement System (MiCSES).  
Prepares and issues initial income withholding orders.  Assists in proofing and mailing orders and 
notices of hearing.  Maintains and processes the National Medical Support notices.  Provides 
backup counter service in the business office, which includes receiving and receipting money, 
acting as a receptionist, and providing general information to the public. 
 
Essential Functions 
 
1. Interprets court orders regarding support.  Creates accounts on MiCSES for child support, 

child care, spousal support, health care and court fee expenses, assuring the information is 
accurate based on the terms of the order(s) to ensure proper distribution of funds.  Adjusts 
accounts in accordance with the terms of modifying support order(s). 

 
2. Creates and processes an income withholding order in accordance with the terms of all 

initial support order(s). 
 
3. Creates new case files, determines if parties have a prior case with this office.  Process 

other documentation to initiate the new case file. 
 
4. Makes all other adjustments to the support accounts, as necessary, as determined by court 

order(s) and/or as referred by caseworkers. 
 
5. Processes court orders, notice of hearings, and other documents which may include 

copying, filing with the County Clerk, preparing proofs of service, and mailing such 
documents to clients, attorneys, and other agencies. 

 
6. Serves as backup to the business office staff.  Tasks may include opening mail, receiving 

and receipting money, balancing the cash drawer and mail payments, acting as a 
receptionist and operator, maintaining the court docket hearing calender, and providing 
general information to clients, attorneys, the public and other agencies. 
 

7. Forwards National Medical Support Notices to OCS/Lansing for entry on MiCSES.  
Refers to caseworkers any reasonable cost of health care coverage concerns.  

 
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: High School graduation or equivalent with some advanced course work related to data 
processing, word processing, and accounting. 
 
Experience: One to two years experience involving accounting, word processing and data entry.  
Prefer experience in a court or related legal setting. 
 
Other Requirements: None 
 
FLSA Status: Non-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 access departmental files. 
Ability to access Clerk=s office and judicial offices. 
Prolonged periods of sitting at a computer terminal. 
Ability to enter and retrieve information from computer. 
 
Working Conditions: 
 
Works in office conditions. 
Regular exposure to clients in various emotional states who may be verbally abusive or hostile. 
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