
County of Grundy--Job Posting 

Date of Posting:     March 6, 2018 
Applications Accepted Until: Posted until filled 
Job Title:    Civil Process/Records Clerk 
Employee Status:    Part-Time, 20 hours/wk, Non-Exempt 
Pay range:   $13.50/hr. 
Union Affiliation:  Not applicable 
 
SUMMARY:   

Performs a wide variety of clerical and secretarial duties associated with the responsible processing and maintaining of 

official, confidential records and documents.   

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

Includes the following and other duties as temporarily or permanently assigned. 

Answers the telephone, takes and relays messages; screens administrative calls; responds to telephone inquiries when 

possible; forwards calls to the appropriate party, deals with the public by telephone and in person. 

Receives and processes a variety of criminal and civil documents and reports, enters data into the computer system, files 

documents, and posts changes to permanent records. May process Civil Process documents including, but not limited to, 

Orders of Protection, Notices, Writs and Summonses. Organizes and maintains files of records and correspondence. 

May perform specialized duties including, but not limited to; organizing and maintaining files to traffic records; logs 

statistical information pertaining to traffic citations, warnings, and Notices to Appear. May process record checks as 

requested and provide copies of booking records, mug shots, etc. May compile routine reports as well as file original 

documents with the courts. 

May be responsible for typing correspondence, bills for service, documents, abstracts, forms, etc. Takes in money from the 

public; issues receipts; and maintains financial records. 

Monitors departmental materials and supplies, ordering as needed and verifying the accuracy of supplies received. 

Performs other clerical duties as assigned including miscellaneous records and data entry. 

 SUPERVISORY RESPONSIBILITIES:  

This job does not exercise supervisory responsibilities. 

MINIMUM QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements 

listed below are representative of the knowledge, skill, and/or ability required: 

EDUCATION AND EXPERIENCE: 

High school diploma or general education degree (GED); with one year related experience and/or training with courses in 

typing, computer skills (MS Office) and general office procedures, or equivalent combination of education and experience in 

office/clerical duties. A working knowledge of arithmetic, spelling and the English language is required. Must have the 

ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. 

Skills in operating a computer along with good oral communication skills are necessary to be successful in this position. 

 



 

LANGUAGE SKILLS:  

Must have the ability to read, write, and comprehend simple instructions, short correspondence and memoranda, using 

good English. Ability to write/prepare/present information to co-workers and the general public. This position requires 

considerable skill in the application of office methods and procedures. 

REASONING ABILITY:  

Ability to apply common sense understanding to carry out detailed instructions furnished in written, oral, or diagram form. 

Ability to deal with problems involving a few concrete variables in standardized situations. 

PHYSICAL DEMANDS:  

The physical demands described here are representative of those that must be met by an employee to successfully perform 

the essential functions of this job. While performing the duties of this job, the employee is frequently required to sit; is 

occasionally required to stand; walk; use hands to finger, handle or feel; reach with hands and arms; and talk; or hear. The 

employee must occasionally lift and/or move up to 25lbs. Specific vision abilities required by this job include close vision, 

distance vision and adequate depth perception. 

CERTIFICATES, LICENSES, REGISTRATIONS:  

As required. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Usually, normal office working conditions exist. The noise level in the work 

environment is quiet to moderate. 

 
TO APPLY:  Candidates must meet the minimum requirements of the position in order to be considered. 
 
Send resume and salary requirements to HR@grundyco.org with “Civil Process/Records Clerk” in the subject line. 
  
No phone calls please. 
 
 
 
 
 
 
 
 
 
 
 
 
Grundy County is an Equal Opportunity Employer and will give consideration to all qualified applicants for employment 
without regard to race, color, religion, national origin, ancestry, age, sex, marital status, order of protection status,  
disability, marital status, sexual orientation, pregnancy, or unfavorable discharge from military service as those terms are 
defined in Section 1-103 of the Illinois Human Rights Act (775 ILCS 5/1-103). 
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