
WOOD COUNTY COMMON PLEAS COURT 
POSITION DESCRIPTION 

 
OFFICE: Domestic Relations                           STATUS:  Full-Time 

POSITION: Case Manager                                UNCLASSIFIED 

 
PURPOSE OF POSITION 
 
Under general supervision, will provide support for Magistrates and Judges dealing with all domestic relations matters 
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 duties.   
 
ESSENTIAL FUNCTIONS 
 
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.  
 
Handles all inquiries, greets visitors to the office, screens telephone calls, e-mail and other communications and initiates 
appropriate action/response; returns calls as needed; keeps staff informed of significant matters, messages, 
documentation or other information. 
 
Prints the daily calendars of the Court. 
 
Transcribes decisions and orders of the magistrate(s) to which he/she is assigned. 
 
Maintains case files:  creates/opens case files; checks case filings for proper service according to the Civil Rules of 
Procedure; retrieves client files scheduled on court docket; assists in maintaining closed case files; assists with records 
retention. 
 
Prepares reports, correspondence, memoranda and other legal documents; performs a variety of clerical tasks including 
typing, copying, filing, data entry, etc. 
 
Responsible for case management for the magistrate(s) to which he/she is assigned, including sending notices of 
hearings, scheduling hearing dates and pretrial conferences 
 
Timely filing of all entries and orders with the clerk of courts for those cases of the magistrate(s) he/she is assigned 
 
Preparation of Supreme Court Reports for the magistrate(s) to which he/she is assigned.  Submit completed reports to 
appropriate judge(s).  Keeps apprised of changes in the Rules of Superintendence regarding domestic relations Supreme 
Court Reports 
 
Consults and cooperates with the staff of the judges in the carrying out of the functions assigned. 
 
Serves as backup to the other domestic relations support staff positions when the daily effective operation of domestic 
relations requires such.  It is anticipated that the domestic relations support staff shall work as a team. 
 
Attends appropriate seminars dealing with his/her responsibilities at the instruction of the administrative judge. 
 
Monitors inventory of department supplies and forms; ensures availability of adequate materials to conduct work 
activities; initiates requests/orders for new or replacement supplies. 
 
Responsible for proper delivery of monthly IV-D docket sheets/information. 
 
Facilitates Zoom hearings and phone conferences for the magistrate(s) as assigned.  
 
Coordinates the Court’s Legal Clinic, working with the volunteer attorneys 
 



ADDITIONAL FUNCTIONS  
 
Performs other related duties as required.  
 
MINIMUM QUALIFICATIONS  
 
Minimum of a High School Diploma; Degree in Business, Secretarial Science, Criminal Administration, or related field 
preferred. One (1) year experience in a public contact position; three (3) years experience preferred. Proficiency with 
typing and computer skills. 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, Magistrates, co-workers, bailiffs, attorneys, court administration staff, 
jurors, Clerk of Court’s office, and Maintenance Department.  Must deal professionally with visitors. 
 
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. 
 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. 
 
 

 
Wood County is an Equal Opportunity Employer. In compliance with the American with Disabilities Act, the County 

will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 

 


