
Robert Smith 
Senior Court Clerk

PERSONAL STATEMENT

Ten + years of experience as a Secretary and Court Clerk in a local 
Municipality. Ten + years of experience as a Paralegal. Excellent 
communication and office skills. Familiar with legal terminology and Legal 
research. Proficient computer skills. Honest, reliable and productive. 
Knowledgeable, motivated, dedicated and a hardworking professional. 
Willing to learn and I am a quick learner. Friendly, helpful and resourceful. 
Flexible and understanding.

WORK EXPERIENCE

Senior Court Clerk
ABC Corporation -   July 2000 – November 2011 

Responsibilities:

 Supervised and managed the civil department (7 employees) on an 
interim basis for 8 weeks in 2010.

 Scheduled shifts and resolved disputes internally and externally.
 Spearheaded organizational and efficiency efforts.
 Trained students and new employees in departmental procedures.
 Prepared and issued orders of the court, including opinion orders, 

prisoner release documentation, subpoenas, sentencing information, 
and summonses, appearance notices and dockets.

 Served as liaison/contact for process servers, mediators, attorney 
offices, including communicating information pertinent to cases/docket 
times.

 Collected court fees and fines, and recorded amounts collected; also 
processed accounts payable.

Court Clerk
ABC Corporation -   1998 – 2000 

Responsibilities:

 Assessed and receipted all money relating to court and including 
probation payments.

 Entered disposition and closing cases.
 Scanning, indexing and filing court files once cases are closed.
 Prepare judgments and sentences for closes cases.
 Providing customer services to the public, either in person during court 

procedures, over the phone and at the department counter.
 Researching and preparing record searches.
 Recording and clerking information during court, entering tickets and 

arrests, Assisting co-workers and other departments when needed..

Education

Associates in Liberal Arts - (Oakland Community College - Auburn 
Hills, MI)
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SKILLS

Type 50 WPM, MS Office, 
Filing, Filing, 
Proofreading.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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