
DOCKET AND FILE CLERK 
 
 

DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of an Assistant 
Chief Deputy County Attorney, an incumbent of this class is responsible for the proper monitoring, 
docketing, filing, storage and retrieval of all legal documents and records for the assigned Bureau 
using one or more automated docketing and intake systems.  In addition, the incumbent uses the 
system(s) to docket and assign matters to attorneys and keep track of active and closed cases. 
Supervision may be exercised over the work of clerical positions. Does related work as required.  
 
EXAMPLES OF WORK: (Illustrative Only)  
 
Oversees and monitors the use of an automated calendar/docketing system used by attorneys 
and staff;  
 
Assesses and recommends ways that internal procedures can be customized to make it more 
compatible with Bureau needs and requirements;  
 
Enters information into and maintains the case/matter docketing system for both active and closed 
matters and manages the flow of paperwork using the automated system;  
 
Produces legal documents and correspondence on computers, proofreads completed work to 
ensure appropriate legal format, quality and accuracy; 
 
Maintains law files and updates case/matter docketing system to organize information for easy 
retrieval and maintains confidential files;  
 
Communicates with other departments and agencies to gather information and appropriate 
documentation; 
 
Assists legal staff with intake of contracts and other legal documents to ensure each is completed 
in accordance with department standards;  
 
Generates computerized ad hoc reports;  
 
Prepares annual/quarterly reports on open and closed matters, as requested;  
 
Schedules meetings and appointments and maintains detailed calendars, oversees and 
schedules use of conference room in each Bureau;  
 
Files and/or delivers papers/documents, both electronically and physically, with other County 
Departments, courts and administrative agencies;  
 
Performs related clerical tasks to ensure the smooth and effective operation of the office; 
 
Uses computer applications or other automated systems such as spreadsheets, word processing, 
calendar, e-mail and database software in performing work assignments;  
 
May perform other tasks, as needed. 
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FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of computerized software applications used to assign cases/matters and keep track 
of cases/matters and documents; good knowledge of office terminology, procedures and 
equipment; good knowledge of business arithmetic and business English; ability to train staff with 
varying levels of computer experience; ability to effectively use computer applications such as 
spreadsheets, Microsoft word, e-mail and database software; ability to read, write, speak, 
understand and communicate in English sufficiently to perform the essential tasks of the position; 
ability to secure the cooperation of others; ability to deal with others tactfully and effectively; good 
judgment; initiative; integrity; resourcefulness; physical condition commensurate with the duties 
of the position.  
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A High school or equivalency diploma 
and either: (a) satisfactory completion of 60 credits* and four years of clerical experience which 
must have involved the use of automated office systems in an attorney's office, court or other 
setting, where court procedures or legal documents are handled; or (b) a Bachelor’s degree and 
two years of the experience outlined in (a).  
 
*SPECIAL NOTE: Education beyond the secondary level must be from an institution accredited 
or recognized by the Board of Regents of the New York State Education Department as a post-
secondary, degree-granting institution.  
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