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General Summary 
 

Under the supervision of the Assistant Friend of the Court and direction of the Support 

Enforcement Specialist, perform a variety of clerical/secretarial functions related to the 

processing of Friend of the Court cases.     Assists walk-in visitors with inquires, concerns and 

complaints.  Answers  incoming telephone calls regarding procedural information,  case 

scheduling and determine  if caller’s concern should be reduced to writing and/or directs call to 

appropriate individual.  Receipts cash payments from the counter ensuring that proper account is 

credited. 

 

Essential Functions 
 

1. Serves as receptionist and answers telephone lines of the Friend of the Court, answers 

inquiries regarding procedural information and case scheduling, determines if the caller’s 

concern should be reduced to writing and/or directs call to appropriate individuals.  

Assists walk-in clients, attempts to resolve concerns or complaints, initiates necessary 

paperwork, and explains office/court policies. 

 

2. Processes all address request on the MiCSES.    Follows up on all returned mail with bad 

or an insufficient address. 

 

3. Provides secretarial support to the Friend of the Court Referee which includes typing 

documents such as Stipulation, Uniform Support Orders, Temporary Custody Orders and 

other documents.   

 

4. Maintains the filing of paperwork in the Friend of the Court files.  Processes motion and 

temporary hearings, notice of hearings and other documents which may include copying, 

filing with the Trial Court Clerk, preparing proofs of service and mailing such documents 

to clients, attorneys and other agencies. 

 

5. Opens mail, reviews correspondence and routes to appropriate staff. Batches all payments 

with complete information to ensure the proper account is credited and mail to the State 

Disbursement Unit. 

 

6. Maintains the court docket hearing calendar.  Reviews Referee’s docket two days in 

advance to ensure all hearings are scheduled within the TCS system 

 

7. Complete clerk entry on the TCS system for hearings scheduled before referee. 

 

8. Balances cash drawer daily and compiles a report of the balance for audit purposes.  

 

9. Performs other duties assigned by supervisor or management. 

 

This list may not be inclusive of the total scope of job functions to be performed.  Duties and 
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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 experiences involving accounting, work 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 on 

or more of these requirements]: 

 

Ability to access departmental files. 

Ability to operate Internet, copy machine, facsimile, adding machine, printer, and other office 

equipment. 

Prolonged periods of sitting at a computer terminal and/or work station. 

Ability to enter and retrieve information in/from a computer (Word Perfect). 

Ability to withstand prolonged periods of standing while assisting people at the counter. 

 

Working Conditions: 
 

Works in office conditions. 

Exposure to emotionally charged persons involving issues of domestic relations. 

 

           


