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Position Description



Classification Title: Mediation Office Administrative Assistant
FLSA Status:		Non-exempt		Employment Status:	Full-time
Exemption Type:	N/A			Reports To:		Mediator
Civil Service Status: 	Unclassified		Division:		Common Pleas General Division



DISTINGUISHING JOB CHARACTERISTICS

The Mediation Office Administrative Assistant provides administrative and clerical support to the Court Mediator.  The assistant must be proficient in Word, Excel, and become proficient with GBS or other case management systems as needed.  The assistant is the primary contact with the public and the Court and therefore, must have strong communication and people skills.  The assistant must be alert to and able to manage all client and attorney concerns during the mediation while the mediator is with parties in caucus.  

ESSENTIAL DUTIES AND RESPONSIBILITIES

To perform this job successfully, an individual must be able to satisfactorily perform each essential duty listed below. Reasonable accommodations will be made for disabled persons, covered by the Americans with Disabilities Act, in accordance with its requirements.

1. Review entire case docket to identify and verify parties who must receive notice;
2. Prepare and send all notices and reminders to the attorneys and pro-se parties;
3. Schedule in person or Zoom mediations and forward all necessary information to the parties;
4. Must be able to assess the time requirements for case types;
5. Pull all case files and should prepare case notebooks by reviewing and summarizing each case file to identify parties, attorneys, and basic content of the pleadings;
6. Prepare and maintain all internal mediation files, forms, agreements and dockets;
7. Post-mediation duties include verifying that dismissals are filed, continued mediations are scheduled, agreements are scanned, and other documents purged;
8. Responding quickly and professionally to requests from Judges and court personnel;
9. Maintaining confidential records, preventing unauthorized access to such information and ensuring the security and privacy of records;
10. Maintaining a positive, helpful, constructive attitude and working relationship with court employees, elected officials, other agencies and the public;
11. Performing a variety of other related duties as required;


KNOWLEDGE, QUALIFICATIONS, SKILLS AND ABILITIES

To perform this job successfully, an individual must demonstrate the following:

1. Excellent interpersonal skills and ability to communicate effectively, both orally and in writing, with judges, staff, other agencies and the public;


2. Excellent organizational skills; ability to organize work, set priorities, and determine necessary resource requirements;
3. Ability to maintain sensitive and confidential information;
4. Knowledge of the scheduling system used in civil court; schedules all mediations with the court staff and maintains the mediation office files, calendars, dockets, and contact information;
5. Responsible for all administrative tasks including assisting in developing materials for professional meetings and trainings, ordering all supplies, performing the inventory of supplies, creating expense reports, scheduling training meetings for mediator;
6. Ability to manage a large volume of work;
7. Proficiency in typing, data entry skills, Microsoft Office applications, and ability to work with custom software utilized by the Court;
8. Ability to prioritize work assignments, meet tight deadlines, work independently, often with limited supervision;
9. Ability to be flexible and adapt to change with minimal notice;
10. Attention to detail and accuracy with and the ability to understand and follow instructions;
11. Excellent attendance is an expectation for this position;
12. Professional appearance and demeanor at all times.



EDUCATION AND EXPERIENCE

Minimum of a high school diploma and five years of satisfactory, verifiable work experience is required.
Experience with civil litigations and work experience with courts or paralegal experience is preferred. The ideal candidate will possess an Associates Degree or higher. 


WORKING CONDITIONS

This position requires working in a normal court environment with no unusual demands. 



ANNUAL SALARY/WORK HOURS

[bookmark: _GoBack]The hourly rate of pay is: $29.87. An attractive benefits package is offered, including medical, dental, vision, life insurance, a retirement plan, deferred compensation and leave time.

The normal hours of operation are 8:00 AM to 4:00 PM Monday through Friday. This position may require some work beyond normal work hours, including evenings or weekends (eg coming in early or staying late as needed)


LICENSURE OR CERTIFICATION REQUIREMENTS

State Motor Vehicle Operator's License. 




APPLICATION/RESUME

Interested candidates should submit a resume and cover letter to Court Administrator Sherry Clouser at sclouser@loraincounty.us. 


Deadline is May 4, 2022.




This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the employee filling this position, who will be required to follow  instructions and perform any duties required by the employee's supervisor or designee.



_________________________________________________	___/____/____
Authorized Court Management Representative	Date



_________________________________________________	___/____/____
Employee	Date
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