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TowN OF WEST SENECA

SHEILA M. MEEGAN
Town SUPBRVISOR

To:
From:
Date;

Re:

Fellow Town Board Members
Sheila M. Meegan, Town Supervisor
April 25, 2012

Creation of Court Clerk Poslition

Kindly move to create the position of Court Clerk and further authorlze the Supervisor to
complete and sign the necessary forms for Erie County Personnel,
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Form PO-17 NEWW POSITION DUTIES STATEMENT Cowe N 1@ -Jaram

. - Fram:
Rav. 1/89 O ov R Conrd . County Dept.

Town [ @37 SecalGed

To: ym'gi'

PERSONNEL QFFICER County of Erle Sehool Digts.

Edward A, Rath County Office Bldg. Special Dists.

9% Franklin Street
Butislo, New York 14202
Purtuant to the provisions of Section 22, of the Clvil Service Law, ¢ am submitting statement of
duties of proposed new position, (NOTE: Departmunt head or other autharity requesting the creation of & mw
position, shall prepare a description for each new position to be crested except that one description may cover two
or more identical positions in the same unit. Send three typed coplesto the Persannael Officer.)

1. DESCRIPTION OF DUTIES: Deicribe the work in sufficient datall wo give a clesr word picture of the job. Use »

™ PER CENT | syparate peragraph for esch kind of work and describe the more important or time-
OF cansuming dutigs first. i the left column, sstimate how the total working time is
WORK TIME | ‘dividud,
(eo 7o

Responds to inquirios from other courts, sgencies and sitomeys congerning coturt procedures;’

Schedules maill waiver non-jury trials;

. Recotds receipt of feos, fines and bail moncy, enters samo in computer, deposits receipts;

' Accepts court forms xuch as parking tickets, motor vohiole fickets, dog summons, delivered by
mail or in person, reviews forms and instruments for accuracy and compliance with
entablished procedures;

Assists judges in courtyoom when needed on court days;

Maintains-stock of office supplies and tequisitions for same whest needed;

Entess into computer all information yelative 10 tickets issued by various police agencies,
ssigning docket numbem, filing of same inte propee return date;

Prepares trisl notices on not guiky pleas, scheduling of sarme;

Enroliment and preparation and mailing of notlces of school dates for violators assigned to waffic
school by judges; receipt of completion slip from school, notation of same on docket and
payment of fino;

Types records, envelops and forms as required in the routine courss of court business;

Aagiste citizent who wish to file stonll claima - advise as to procedure, distribution of
Information packet, entry of same into compnter, preparation of notice of claim and
proper mailings of same;

Enters into computer of dockets for sivil matters and receipt of moncys for filing foecs for same;

Receives fineg from defendants who sppear in the court, both during the regulirly schedufed.
sourt scssion and alvp doring crfeteria court which is held dally.

(Attach sdditions! sheats is more spece is needed).




