
POSITION DESCRIPTION 
 

DEPUTY CASE MANAGER/ADMINISTRATIVE ASSISTANT 
 

FOR THE WOOD COUNTY COMMON PLEAS COURT 
 

Job Purpose:  Works as a confidential employee for an individual Judge of the Wood County 
Common Pleas Court.  Performs a variety of clerical tasks requiring the use of some independent 
judgment in the preparation of documents, maintenance of files, and general receptionist duties.  
Assists the Jury Manager.   
 
Minimum Position Requirements:   
 Minimum of a High School Diploma; Associate’s Degree in Business, Secretarial 

Science, or related field preferred. 
 One (1) year experience in a public contact position; three (3) years experience preferred. 
 Strong typing skills, preferably 60 wpm.  Proficiency with word processing and data 

entry computer skills preferred. 
 Requires the ability to perform basic level of data analysis including the ability to review, 

classify, categorize, prioritize and/or reference data. 
 Requires the ability to interact with Judges, co-workers, bailiffs, attorneys, court 

administration staff, employers of jurors, jurors, Clerk of Court’s office, Prosecutor’s 
office, and Maintenance Department.  Must deal professionally with customers, visitors 
and upset jurors. 

 Requires the ability to compose various correspondence in a clear, concise manner using 
correct sentence structure, grammar, punctuation, and spelling.  Very strong proofreading 
skills. 

 Requires the ability to exercise judgment, decisiveness, and creativity required in 
situations involving the evaluation of information. 

 Tasks involve light physical effort, but may involve some lifting, carrying, pushing, and 
pulling of objects weighing up to 25 pounds.  May require some bending and stooping; 
infrequent local travel may be necessary.  Valid driver’s license and comprehensive 
insurance coverage required.  Tasks may involve extended period of time at a keyboard 
or workstation. 

 Requires the ability to operate and trouble shoot problems on standard office equipment. 
 Personal Characteristics: 
 Integrity:  Honest, follows direction, trustworthy. 
 Work Ethic:  Dependable, hardworking, meets workload expectations (carries own 

weight). 
 Attitude:  Displays positive attitude, shows self-confidence, expresses concerns 

professionally, and accepts constructive criticism, customer service oriented. 
 Interpersonal Traits:  Good communicator, good listener, treats others with respect, 

handles conflicts appropriately. 
 Special Requirements:  Pre-employment screening required including employment 

reference, criminal background check, and possibly pre-employment testing.  This 
position is regularly exposed to sensitive information and the incumbent is expected to 
keep any such information strictly confidential. 

 



Essential Duties and Responsibilities of the Position:  The following duties are normal for this 
position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be 
required and assigned. 
 Answers multi-line telephone system and fields inquiries.  Takes messages and/or directs 

calls to appropriate party.  Greets visitors.  Provides general information and assistance. 
 Serve as deputy case manager for civil and criminal cases. 
 Completes data entry with information from civil and criminal cases. 
 Produces journal entries for the Judge’s signature. 
 Calendars and updates court appearances. 
 Produces and checks weekly dockets. 
 Prepares docket minders and new case listings. 
 Sets up case files after new indictments. 
 Keeps track of bind over cases from municipal courts. 
 Maintains list of cases stayed by bankruptcy or other filings. 
 Sets up court dates. 
 Oversees grand jury operations for the Court during Judge’s grand jury term. 
 Prepares and mails court notices to attorneys and parties. 
 Copies and distributes dockets. 
 Processes mail. 
 Processes Attorney Fee Applications 
 Assists and directs attorneys and members of the public. 
 Attends mandatory staff meetings and training as required. 
 Provides back-up assistance to the Jury Manager:   

o Prepares, orders, sorts, and mails petit jury questionnaires and summons and 
grand jury questionnaires and summons. 

o Consults with Court bailiffs to determine the number of jurors to call in for each 
jury panel. 

o Processes and responds to mail accordingly. 
o Follows up, as needed, with jurors requesting to have their service rescheduled or 

excused, and for those who have failed to report for jury service as instructed. 
o Records jury message on telephone voice mail system. 
o Sends correspondence to each juror when jury service has been deferred or 

excused. 
o Maintains records of jury excuses. 
o Provides lists of jurors who are to appear for each Court. 
o Arranges for transportation of jurors as needed. 
o Serves as a liaison between the jurors and courtrooms, and as a liaison with the 

Clerk of Courts office, Prosecutor’s office and the Courts regarding jury matters. 
o Purchases jury supplies as needed. 
o Prepares letters to employers regarding jurors’ term of service, etc., other than the 

standard letter provided by the Clerk of Courts. 
 
Mandatory Training: 
 Courtview Training 
 Annual Jury Management Association conference 
 Jury system training 


