
 
 

 
 

 
 
 

 
POSITION TITLE: Judiciary Clerk 3 OPENING DATE:   July 10, 2013 
 Support Staff Band  CLOSING DATE:  August 7, 2013 
 Level 3 - Journey SALARY RANGE: $37,096 - $56,184*  
  (Unclassified) 
  

LOCATION: Office of Trial Court Services ANNOUNCEMENT:   #13-60-24 
 Family Practice Division POSITION NO’S.:  055620 
 Administrative Office of the Courts 
 Trenton, New Jersey   
     

POSITION DESCRIPTION 
 

The New Jersey Judiciary, Family Practice Division, is seeking a candidate with exceptional office and computer skills to provide 
clerical support to managers and professional staff as well as provide telephone customer support.  Responsibilities include but are 
not limited to: editing letters, documents or articles; reviewing documents for completeness of format, grammar or spelling; 
composing routine and non-routine correspondence; consulting with co-workers in the development or revision of regulations, 
guidelines, or policies; coordinating arrangements for speaking engagements, seminars, travel arrangements or other group 
activities; coordinating report collection activities; explaining judiciary policies or procedures to clients or customers; obtaining 
pertinent materials from files of the department and other sources and putting into usable form for manager/professional staff; 
recommending improvements in operating procedures, work processes or administrative principles; operating computer terminal 
or personal computer for information processing; typing statistical, financial or technical documents; routing telephone calls; 
typing or transcribing varied types of complex, confidential or sensitive material (i.e., minutes of conference meetings, policy 
statements, recommendations or decisions); filing; other duties as assigned. 
 

REQUIREMENTS 
 

EXPERIENCE: One (1) year of experience in an office environment performing a variety of clerical and support services to 
include keyboarding and one or more of the following:  document or information processing, handling payments for fees, 
recording monies received, transcribing information, reconciling balances or accounts, scheduling meetings or appointments. 
 

TESTING: Applicants selected to interview must pass an appointing authority administered examination to demonstrate keyboarding 
skills at the Judiciary standard of at least 25 words per minute, or must have otherwise demonstrated this competency as detailed below. 
 

The appointing authority administered examination is waived for the following applicants who have been deemed to possess 
keyboarding skills at the Judiciary standard of 25 words per minute: 
 

• All applicants who possess a current typing proficiency certification issued by the New Jersey Civil Service Commission  
 or the New Jersey Judiciary. 
 

• Judiciary staff that have permanent status in a career service title requiring a keyboarding, typing or stenography test. 
 

• Judiciary staff in unclassified titles requiring a keyboarding, typing or stenography test. 
 

DRIVER’S LICENSE:  Appointee will be required to possess a driver's license valid in New Jersey only if the operation of a vehicle, 
rather than employee mobility, is necessary to perform the essential duties of the position. 
 

AUTHORIZATION TO WORK:  US citizenship is not required.  Selected candidate must be authorized to work in the US according 
to Department of Homeland Security, US Citizenship and Immigration Services regulations. 
 

SPECIAL NOTE:  Newly hired employees must agree to a thorough background check that will include fingerprinting.  All data 
received will be kept in strict confidence except to inform the individual of the findings and what action will be taken as a result of this 
information. 
 

RESIDENCY LAW:  Pursuant to N.J.S.A. 52:14-7 (L. 2011, Chapter 70), also known as the “New Jersey First Act,” which became 
effective September 1, 2011, all persons newly hired by the Judiciary on or after that date shall have one year from the date of 
employment to establish, and then maintain, principal residence in the State of New Jersey.  New Jersey state employees hired prior to 
September 1, 2011 who transfer from within the Judiciary or from another State of New Jersey appointing authority without a break in 
service greater than seven days but who reside outside the State of New Jersey are not required to change their principal residence to 
New Jersey in order to comply with the Act. 
 

Terms and conditions of employment will be governed by the applicable collective bargaining agreement. 
 

INFORMATION FOR APPLICANTS 
 

Applicants should submit a cover letter and current resume complete with announcement number, both day and evening telephone 
numbers and e-mail address by August 7, 2013 to: Announcement #: 13-60-24, Judiciary Personnel Office, Richard J. Hughes Justice 
Complex, P.O. Box 989, Trenton, NJ  08625 – OR - Recruitment.Mailbox@Judiciary.state.nj.us.  If you are responding to more 
than one Notice of Vacancy, please submit a copy of your resume/cover letter for each posting. Please include the announcement 
number in the subject line of your email submission. 
 
*For current Judiciary employees, salary upon promotion or advancement will be an increase of 5% of base salary or the minimum salary of the band/level, 
whichever is greater. Employees who are hired directly from another branch of New Jersey state government may be hired at up to 5% above the salary they 
were being paid in the other branch of government. For newly hired individuals, the starting salary will normally be at the minimum of the salary range or up 
to 15% above the minimum salary based on education and experience; however, a higher salary may be approved based upon the particular qualifications  of 
the selected candidate or the difficulty of the recruitment. In no case may the employee be paid more than the maximum salary for the title. 
 

 
 

 
 

 
 

THE JUDICIARY OF NEW JERSEY IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION 
EMPLOYER COMMITTED TO ENSURING AN OPEN DOOR TO JUSTICE 

The New Jersey Judiciary consists of:  the Supreme Court, the Superior Court including the Appellate Division and the Trial Court 
of the 15 vicinages in New Jersey, the Tax Court and the Municipal Court System.  The Administrative Office of the Courts 
provides technical assistance, operational support, training, research and development, budget and personnel coordination, and 
development and operation of information systems for the Courts of New Jersey. 

Central Office 


