
1500 Highway 2, Ste. 308              Sandpoint, ID 83864                 (208) 265-1438                 Fax: (208) 265-1460 

 Bonner County       
Board of Commissioners 

                                   Steve Bradshaw          Asia Williams                Ron Korn 
 
 
 
 
 
 
November 19, 2024 

Memorandum 
 
To: Bonner County Commissioners 
   
Re: Adopting the Order of the Agenda as Presented 
 

 
 
 
Consent Agenda 
The Consent Agenda includes: 
 
CONSENT AGENDA – Action Item 
1) Bonner County Commissioners’ Minutes, November 5, 2024 
2) Liquor License(s): Coleman Oil-Ponderay One Stop, Ponderay; Mobil 62152, Oldtown; Safeway Store 

#350, Sandpoint; Litehouse Specialty Food Store, Sandpoint; Samuels Store, Sandpoint; Laclede Store, 
Laclede; Stateline Tavern, Oldtown; Hydra S.O.S. Inc, Sandpoint; Café 95, Ponderay; The View Café, 
Cocolalla; Laughing Dog Brewing/Summit Cider/Current Seltzer, Ponderay; Chimney Rock Café, Priest 
Lake; Settlement Kitchen & Craft Tavern, Priest River; Sandpoint Gas N Go, Sandpoint; Spud’s 
Waterfront Grill, Sandpoint 

3) Plats for Approval: MLD0041-24, Hockett Acres 
4) Invoices Over $5k:  Technology (Confidential); Sheriff (Leads Online, Dog Kennel, Salt Lake Wholesale 

Sports); Solid Waste (Squeeky’s); Facilities (Sunbelt Controls Service) 
5) Human Resources, Job Description Updates: BOCC – Administrative Assistant II, Office Manager; 

Facilities – Maintenance Operator; Courthouse – Court Clerks II & III, Judicial Assistant, Criminal Clerk 
Supervisor, Civil Clerk Supervisor; Planning – Planning Technician 

 

 
 
Recommendation Acceptance: □ yes □ no ‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗ Date: ‗‗‗‗‗‗‗‗‗‗‗‗ 
                    Asia Williams, Chair 

A suggested Motion would be:  Based on the information before us I move to adopt the order of 
agenda as presented. 
 

 

CONSENT  
AGENDA 

A suggested motion would be:  Based on the information before us I move to approve the consent 
agenda as presented. 
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Bonner County Human Resources 
                       
1500 Highway 2, Suite 337 •  Sandpoint, ID  83864  

 

 

 

 
 
November 19, 2024 

Memorandum 
 
 
To: Bonner County Commissioners 
 
 
From: Alissa Clark, HR Director 
 
 
Re: Updated Job Descriptions 
 
Bonner County Human Resource office is seeking approval to approve changes to the 
following job descriptions:  
 

BOCC – Administrative Assistant II, Office Manager 
Facilities – Maintenance Operator 
Courthouse – Court Clerk II, Court Clerk III, Judicial Assistant, Criminal Clerk 
Supervisor, Civil Clerk Supervisor 
Planning – Planning Technician 

 
 
Distribution:   ___ Original to BOCC Office 
        ___ Copy to Human Resources 
   
 
 
 

Recommendation Acceptance:  □ yes □ no ‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗___ Date: ‗‗‗‗‗‗‗ 
             Asia Williams, Chairwoman 
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JOB TITLE: ADMINISTRATIVE ASSISTANT II/DEPUTY CLERK 
 

Department:   BOCC 
Supervisor:     BOCC Office Manager 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
Provides general clerical and receptionist duties and responsibilities for the BOCC. Serves as 
front-office receptionist in greeting and appropriately directing or providing information to 
members of the public and users of the division both in person and over the phone. 
 
The Administrative Assistant is a clerical support position providing general clerical and 
receptionist functions to the BOCC. Work involves a variety of regular and recurring situations 
where some judgment may be required to apply standard practices and decision-making within 
clearly defined parameters.  Works under direct supervision of the Office Manager.  
Communicates heavily with others inside the department, and regularly with constituents. 
Work has a moderate but distinct impact on the operations of the BOCC. Work is typically 
performed indoors in an office setting. Typically involves low intermittent stress during periods 
of heavy activity.  
 
Serves as Clerk to the BOCC under the authority of the County Clerk/Auditor as defined by 
Idaho Code and performs secretarial, clerical and administrative work for the BOCC.  
Responsibilities include recording meetings, preparing minutes, attesting to official documents, 
and distributing as instructed. There is significant responsibility to assure all requirements are 
met as per Idaho Code. The office is fast-paced and requires the ability to multitask, prioritize 
and manage time. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Greets people in person at the front desk or over the phone. Answers inquiries, and 
directs callers or visitors to the appropriate resource or individual for inquiries for other 
departments. Takes and routes messages appropriately for employees absent or 
unavailable. 

• Performs a variety of clerical duties for the BOCC including responding to 
correspondence, standard memos and letters, reports, notifications, etc. as directed. 
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• Maintains professional and effective working relationships with other employees, the 
public, clients and other agency professionals. 

• Screens incoming calls, mail and public contacts to evaluate and direct inquiries.  
• Coordinates and schedules activities of the BOCC.   
• Prepares and posts notices and agendas and prepares packets for regular meetings, 

special meetings, executive sessions and hearings.  Assures all meeting requirements 
are met as per Idaho Code.   

• Serves as Clerk to the Board of Commissioners – responsibilities include recording 
meetings, preparing minutes, attesting to official documents, and distributing as 
instructed. Assures all requirements are met as per Idaho Code. 

• Works with Elected Officials, Department Heads and all other public requests on day-to-
day issues, special projects and urgent matters.   Assists in solution development and 
uses independent judgment in the resolution of problems. 

• Maintains County Resolution records and County Ordinances as per Idaho Code 
requirements. 

• Assists the BOCC when acting in their capacity of the Board of Equalization for tax 
assessment appeal hearings.  Requires working with the Assessor’s Office, the State Tax 
Commission and the public in preparation for tax assessment appeal hearings. Assures 
all requirements are met per Idaho Code. 

• Responsible for the proper handling of the applications for Tax Exempt Status.  Requires 
working closely with Civil Counsel, the Treasurer’s Office and the Assessor’s Office.  
Assures all requirements are met per Idaho Code. 

• Responsible for developing and maintaining web pages for the Commissioners and 
County Advisory Boards and Committees.  

 
SECONDARY FUNCTIONS 

 
• Notary Public – notarizes documents for the BOCC, county offices and the public as 

needed. 
• Performs all other duties as assigned. 

 
JOB SPECIFICATIONS 

 
• Sufficient combination of knowledge, skills and abilities to competently perform the 

essential functions of the job. High school diploma or equivalent required.  
• One-year clerical experience or other related experience as needed to perform clerical 

duties and other essential functions of the job. 
• Knowledge of county government organization, functions and policies. 
• Must have a clear understanding and knowledge regarding confidential requirements 

related to information contained therein during working and non-working conditions. 
• Ability to accurately and proficiently type at or about 50 wpm using standard keyboards 

and personal computers. 
• Must possess the ability to multi-task and prioritize while working with several other 

people at one time in a fast-paced environment. 
• Must possess good organizational, telephone and communications skills. 
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• Must possess a current driver’s license valid with history of good driving record.  
• Must possess good work habits and the ability to perform set instructions as directed, 

work in an effective and professional manner and develop effective working 
relationships with co-workers, supervisor, and general public. 

• Ability to use a variety of general office equipment including, but not limited to, 
personal computers, related software, telephones, fax machines, printers, and copiers, 
etc. Also includes Microsoft Office, GSuite Office. 

• Ability to perform general math and reading skills as needed to perform the essential 
functions.  

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
This position requires the ability to perform the physical activities necessary to complete the 
essential functions of the job, either with or without reasonable accommodation.  Requires 
continual communication (hearing and talking, both in person and over the telephone); 
standing, walking, frequent fingering, grasping, and repetitive motions. Requires good general 
vision and hearing. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE:  BOCC OFFICE MANAGER 
 

Department:   Commissioner’s Office 
Supervisor:     Bonner County Commissioners 
Supervision Exercised:  2 Employees 
Exempt Status:  Exempt  
Benefits Eligibility Status:  Eligible  
BOCC Approval:    
 
SUMMARY  
 
The position’s primary responsibility is for the coordination and supervision of the County Commission 
Office. Responsible for providing direct administrative support to the Commissioners, ensuring 
responsive and seamless activities. This position directly supervises the Commissions office staff. The 
work is performed under the supervision of the County Commissioners, but considerable latitude is 
granted for independent judgement and initiative. Incumbent performs work that involves a wide 
variety of work situations that involve a moderate to high degree of complexity. The principle duties of 
the position are performed in a general office environment.  
 
Work involves a high degree of complexity in widely diverse situations.  The BOCC Office Manager works 
under the supervision of the BOCC except when performing legal tasks at the request of the 
Prosecutor’s Office. In those cases, the BOCC Office Manager is subject to the Prosecutor’s supervision 
consistent with Idaho Rule of Professional Conduct 5.3 Responsibilities Regarding Nonlawyer Assistance. 
Such supervision is for legal work only and does not extend to any other managerial behavior. Work is of 
a confidential and sensitive manner. Work is typically performed in an office environment with 
intermittent stress due to deadlines and nature of the work. May require occasional travel. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities which are 
not listed in any particular order of priority and may be amended or added to by the County at any time, 
nor are they intended to represent the entire functional capacity of the position. 
 

• Plans, organizes, and delegates BOCC operational and administrative tasks daily. 
• Prepares, executes, and monitors the BOCC budget. 
• Receives direction from and makes reports and recommendations to the BOCC. 
• Coordinates BOCC agendas. 
• Develops and maintains strong, cooperative, working relationships with Department Heads and 

Staff in support of BOCC approved county objectives. 
• Reviews BOCC agendas to ascertain support data needed, provide BOCC with background 

information relative to particular issues or agenda items, verify accuracy of information 
provided and make recommendations. 

• Train newly elected Board members on their roles and responsibilities. 
• Manages all administrative employees in the department and is responsible for their 

performance management and productivity. 
• Maintains a high level of confidentiality as deemed necessary. 
• Deputized to serve as Clerk to the BOCC. 
• Develops and revises BOCC documents and forms; composes original correspondence, 

documents and reports.  
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• Works with Legal staff and other Department Heads on various matters, determines if BOCC 
action is necessary, takes steps to implement the decision process and decrease liability.  

• Public Records Administrator – Assists with reviewing and responding to complex records 
requests.   

• Coordinates and implements Board of Equalization Property Assessment Appeal Hearings, 
meeting all requirements mandated by Idaho State Statute. 

• Compiles and reviews all applications, in conjunction with legal, for tax exempt status in Bonner 
County on behalf of the BOCC, meeting all requirements as mandated by Idaho State Statute.  

• Ensures the proper retention of BOCC records and is the custodian of said records.  
 
JOB SPECIFICATIONS 

 
In order to perform the essential and secondary duties and carry out the responsibilities associated with 
this position the following skills, knowledge and abilities are necessary: 
 

• Must have a bachelor’s degree, preferred in Business or Public Administration, or a minimum 7 
years’ experience in a local government office setting with a minimum five years related 
supervisory experience  

• Must approach problems in a consistent and systematic way, applying critical analysis and sound 
judgement.  

• Must possess or have the ability to obtain a valid driver’s license and be insurable.  
Demonstrates history of good driving record.  

• Have proficient ability to use a personal computer and associated peripherals, and use Microsoft 
Windows, Microsoft Office, Microsoft Excel, databases and peripherals specific to Bonner 
County, internet and e-mail. 

• Ability to use telephone, facsimile machine, copy machines, printers, scanning devices, 
calculators, and other general office equipment. 

• Ability to read, interpret, analyze, and apply legal and technical codes, documents, manuals, 
publications and information; Ability to write original reports, business correspondence and 
procedure manuals; Effectively present information and respond to questions in one-on-one 
situations and with groups of managers, clients, customers and general public; Ability to speak 
to, train, and interact with groups of over 100 people.  

• The job requires thorough knowledge of Bonner County geography. Must possess the ability to 
read and understand maps and use the internet to obtain geographical information. 

• Ability to apply common sense understanding to carry out instructions furnished in written, oral, 
or diagram form or from vague sources and references; Ability to deal with problems involving 
several concrete variables in standardized situations and develop and implement solutions; 
Ability to prioritize work time, sequence and research information to complete work 
assignments; Ability to interpret different kinds of work situations and make decisions as to the 
next step or draw conclusions; Ability to multi-task duties and continue work processes while 
dealing with multiple interruptions. 

• Must be able to remain circumspect and respectful in situations that are charged with 
passionate political opinions and disagreements.  

• Ability to conduct research, analysis and writing. 
• Ability to retrieve legal documents in iCourt and Westlaw 
• Assists Civil Deputy Prosecutors and outside counsel with internal research and gathering 

information subject to litigation holds.  
• Creates and maintains files and e-files for active tort claims; 
• Assist Civil Prosecutor with Board of Community Guardian, maintaining necessary records.   
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• Responsible for contract management. 
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The items noted below are representative of the physical skills and abilities deemed necessary to 
perform these duties: 
 

• Occasionally required to stand, walk, reach with hands and arms, climb, balance, stoop, kneel, 
crouch or crawl; Occasional periods of extended standing and sitting may also occur. 

• Employees must frequently lift and/or move up to 25 pounds; and occasionally lift and move up 
to 50 pounds. 

• Specific vision abilities required by this job include close vision and distance vision. 
• The employee is occasionally exposed to moving mechanical parts. 
• The noise level in the work environment is usually moderate; occasionally the noise levels will 

be high when using technology and other office equipment. 
• Travel associated with this position may require driving or riding in a motor vehicle, airplane or 

other method of transportation. 
• Position requires overnight travel both inside the county and outside for attendance at 

conferences or training seminars. 
 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of my 
position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
Please Print Name:          
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JOB TITLE:  BOCC BUSINESS OPERATIONS OFFICE MANAGER 
 

Department:   Commissioner’s Office 
Supervisor:     Bonner County Commissioners 
Supervision Exercised:  2 Employees 
Exempt Status:  Exempt  
Benefits Eligibility Status:  Eligible  
BOCC Approval:    
 
SUMMARY  
 
The position’s primary responsibility is for the coordination and supervision of business support 
operations of the County Commission Office.  Responsible for providing direct advisory and 
administrative support to the Commissioners, ensuring responsive and seamless activities. Assigned 
work involves responsibility for exercising independent judgment based upon comprehensive 
knowledge of county and departmental functions. This position directly supervises the Commissions 
office staff. The work is performed under the supervision of the County Commissioners, but 
considerable latitude is granted for independent judgement and initiative. Incumbent performs work 
that involves a wide variety of work situations that involve a moderate to high degree of complexity. The 
principle duties of the position are performed in a general office environment. 
 
Work involves a high degree of complexity in widely diverse situations.  The BOCC Office Manager works 
under the supervision of the BOCC except when performing legal tasks at the request of the 
Prosecutor’s Office. In those cases, the BOCC Office Manager is subject to the Prosecutor’s supervision 
consistent with Idaho Rule of Professional Conduct 5.3 Responsibilities Regarding Nonlawyer Assistance. 
Such supervision is for legal work only and does not extend to any other managerial behavior. Work is of 
a confidential and sensitive manner. Work is typically performed in an office environment with 
intermittent stress due to deadlines and nature of the work. May require occasional travel. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities which are 
not listed in any particular order of priority and may be amended or added to by the County at any time, 
nor are they intended to represent the entire functional capacity of the position. 
 

• Plans, organizes, and delegates BOCC operational and administrative tasks daily. 
• Prepares, executes, and monitors the BOCC budget. 
• Receives direction from and makes reports and recommendations to the BOCC. 
• Assists the BOCC in developing and implementing County goals and policy objectives. 
• Coordinates BOCC agendas. 
• Develops and maintains standardized documents for County use.  
• Develops and maintains strong, cooperative, working relationships with Department Heads and 

Staff in support of BOCC approved county objectives. 
• Reviews BOCC agendas to ascertain support data needed, provide BOCC with background 

information relative to particular issues or agenda items, verify accuracy of information 
provided and make recommendations. 

• Train newly elected Board members on their roles and responsibilities. 
• Manages all administrative employees in the department and is responsible for their 

performance management and productivity. 
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• Research County, State, and Federal legal requirements to develop, implement, maintain 
documentation relating to BOCC & County operations. 

• Maintains a high level of confidentiality as deemed necessary. 
• Deputized to serve as Clerk to the BOCC. 
• Develops and revises BOCC documents and forms; composes original correspondence, 

documents and reports.  
• Works with Legal staff and other Department Heads on various matters, determines if BOCC 

action is necessary, takes steps to implement the decision process and decrease liability.  
• Public Records Administrator – Assists with reviewing and responding to complex records 

requests.  Answers public records requests in a timely manner, approves outgoing BOCC public 
records requests prior to release. 

• Public Records Administrator – Assists with reviewing and responding to complex records 
requests.   

• Coordinates and implements Board of Equalization Property Assessment Appeal Hearings, 
meeting all requirements mandated by Idaho State Statute. 

• Compiles and reviews all applications, in conjunction with legal, for tax exempt status in Bonner 
County on behalf of the BOCC, meeting all requirements as mandated by Idaho State Statute.  

• Ensures the proper retention of BOCC records and is the custodian of said records.  
• Research historical and current files to reconstruct details and circumstances of past decisions, 

actions, policies, and meetings. 
• Serves as the BOCC Public Information Officer 

 
JOB SPECIFICATIONS 

 
In order to perform the essential and secondary duties and carry out the responsibilities associated with 
this position the following skills, knowledge and abilities are necessary: 
 

• Must have a bachelor’s degree, preferred in Business or Public Administration, Accounting or 
closely related field or equivalent, and a minimum at least 5 -7 years’ experience in a local 
government office setting with management or closely related field; and a minimum five years 
related supervisory experience in local government office setting.   

• Must exercise a high level of confidentiality.  
• Must approach problems in a consistent and systematic way, applying critical analysis and sound 

judgement.  
• Must possess or have the ability to obtain a valid driver’s license and be insurable.  

Demonstrates history of good driving record.  
• Have proficient ability to use a personal computer and associated peripherals, and use Microsoft 

Windows, Microsoft Office, Microsoft Excel, databases and peripherals specific to Bonner 
County, internet and e-mail. 

• Ability to use telephone, facsimile machine, copy machines, printers, scanning devices, 
calculators, and other general office equipment. 

• Ability to read, interpret, analyze, and apply legal and technical codes, documents, manuals, 
publications and information; Ability to write original reports, business correspondence and 
procedure manuals; Effectively present information and respond to questions in one-on-one 
situations and with groups of managers, clients, customers and general public; Ability to speak 
to, train, and interact with groups of over 100 people.  

• The job requires thorough knowledge of Bonner County geography. Must possess the ability to 
read and understand maps and use the internet to obtain geographical information. 

• Ability to apply common sense understanding to carry out instructions furnished in written, oral, 

DRAFT



Bonner County Job Description   
Page 3 of 3     Revised on 11/09/2024 

or diagram form or from vague sources and references; Ability to deal with problems involving 
several concrete variables in standardized situations and develop and implement solutions; 
Ability to prioritize work time, sequence and research information to complete work 
assignments; Ability to interpret different kinds of work situations and make decisions as to the 
next step or draw conclusions; Ability to multi-task duties and continue work processes while 
dealing with multiple interruptions. 

• Must be able to remain circumspect and respectful in situations that are charged with 
passionate political opinions and disagreements.  

• Must obtain a Notary Public Certificate within 6 months of being hired.  
• Ability to conduct research, analysis and writing. 
• Ability to retrieve legal documents in iCourt and Westlaw 
• Assists Civil Deputy Prosecutors and outside counsel with internal research and gathering 

information subject to litigation holds.  
• Creates and maintains files and e-files for active tort claims; 
• Assist Civil Prosecutor with Board of Community Guardian, maintaining necessary records.   
• Responsible for contract management. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The items noted below are representative of the physical skills and abilities deemed necessary to 
perform these duties: 
 

• Occasionally required to stand, walk, reach with hands and arms, climb, balance, stoop, kneel, 
crouch or crawl; Occasional periods of extended standing and sitting may also occur. 

• Employees must frequently lift and/or move up to 25 pounds; and occasionally lift and move up 
to 50 pounds. 

• Specific vision abilities required by this job include close vision and distance vision. 
• The employee is occasionally exposed to moving mechanical parts. 
• The noise level in the work environment is usually moderate; occasionally the noise levels will 

be high when using technology and other office equipment. 
• Travel associated with this position may require driving or riding in a motor vehicle, airplane or 

other method of transportation. 
• Position requires overnight travel both inside the county and outside for attendance at 

conferences or training seminars. 
 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of my 
position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
Please Print Name:          
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JOB TITLE: MAINTENANCE OPERATOR 
 

Department:   Facilities 
Supervisor:     Director of Public Works 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Works directly under the Director of Public Works to perform a variety of building repairs, 
maintenance and grounds keeping duties for assigned County facilities for the safe, effective 
and efficient building operation and tenant satisfaction. 
 
Incumbent performs routine work but occasionally involves a high level of complexity.  
Incumbent works under well-known practices and procedures and often determines specific 
practices and procedures for the department.  Work requires the exercise of above normal self-
direction as incumbent carries out instructions in oral, written or drawing format.  Incumbent 
works independently under periodic supervision. Primary communication takes place with 
coworkers and supervisor.  Position has direct impact on the efficiency of building operations, 
maintenance and upkeep.  Work is typically performed in-door and outdoors and may involve 
intermittent exposure to unfavorable conditions.  Typically includes heavy local travel. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Receives direction from the Director of Public Works, establishes and schedules work 
allowing for unscheduled projects which may occur. 

• Performs Maintenance Duties and Responsibilities 
o Inspects and tests machinery and equipment using diagnostic tools on various 

machinery. 
o Analyzes test results for irregularities and appropriately documents irregularities. 
o Responsible for figuring out the cause of problems and repairing the problems.  
o Construction experience to include but not limited to framing and remodels. 

• Performs general maintenance as necessary to service and repair county facilities. 
o Demonstrates advanced knowledge and skill with maintenance, trouble 

shooting, and minor repairs on HVAC for all County Buildings in all types of 
weather.  

o Performs plumbing operations necessary to install, remove, or repair toilets, 
sinks, sump pumps and other related equipment. 
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o Repairs and replaces windows, doors, locks and other door closures. 
o Repairs furniture, cabinets, shelves, and performs other carpentry projects.  
o Inspects and oversees mechanical systems and equipment. 
o Oversees (and performs as necessary) maintenance, replacements and repairs 

within area of skill, and assesses need for outside contracts to perform 
maintenance, repair or replacement activities.  

o Inspects building structures and systems to anticipate future problems and 
reports such results as needed. Performs preventative maintenance activities. 

• Receives work orders, plans and coordinates routine or recurring maintenance and 
repair projects. Requisitions supplies, materials, tools and equipment needed to fulfill 
duties and complete assignments 

• Provides grounds keeping services to include mowing, watering, planting, fertilizing, 
pest control and trimming all grass covered and shrub areas.   

• Provides winter grounds maintenance to include clearing and cleaning parking lots, 
sidewalks and roof tops as needed.  Apply ice melt, removing ice and snow by shovel 
and snow blower.  Removes trash from parking lots and landscaped areas; places trash 
and refuse in appropriate dumpster. 

• Responds to public inquiries in a courteous manner; provides information within scope 
of knowledge or refers to other employees as appropriate. 

• Occasional response to maintenance issues after scheduled work hours and/or on 
weekends. 

• Responsible for proper use of personal protection equipment (PPE). 
• Receives work orders, coordinates routine or recurring maintenance and repair projects. 

Requisitions supplies, materials, tools and equipment needed to fulfill duties and 
complete assignments.  Establishes priorities and schedules work allowing for 
unscheduled projects that may occur. 

• Performs maintenance and repairs within area of skill, and assesses need for outside 
contracts to perform maintenance, repair or replacement activities. 

• Performs preventative maintenance activities as scheduled. 
• Provides specialized maintenance services to the Jail and Juvenile Detention facilities. 
• Performs various maintenance functions to ensure proper and effective work 

environments.  Ensures proper painting, lighting, emergency repairs and replacements 
of broken windows, doors, locks, pipes, water heaters, etc. 

• Maintains computer list for rotation of furnace/air conditioner filters, cleaning of 
carpets, fire system checks, etc. throughout all county facilities. 

• Responds 24/7 to maintenance emergencies. 
 
SECONDARY FUNCTIONS 

 
• Provides assistance to employees as work assignments dictate. 
• Interfaces with all departments to coordinate collecting and transporting of surplus 

items to site of county auction. 
• May be requested to assist Emergency Operations Center (EOC) staff during an 

emergency. 
• Performs all other duties as assigned. 
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JOB SPECIFICATIONS 

 
• Sufficient combination of knowledge, skills and abilities so as to competently perform 

essential functions of the job. High school education or equivalent with three years of 
experience in building maintenance required.  

• Construction and snow plowing experience preferred. 
• Critical thinking skills combined with the ability to analyze data and take corrective 

action. 
• Preferred minimum of five years’ experience with remodel/framing, building repair and 

maintenance particularly in areas of HVAC, plumbing, electrical and construction.  
Manipulative skills and ability to operate all tools and equipment required to perform 
duties.  

• Basic knowledge of small gasoline engines including proper use, safety and 
maintenance. 

• Ability to read and comprehend advanced instructions; write simple correspondence; 
present information in one-on-one situations (e.g., to supervisor, co-workers, etc.).  
Ability to apply detailed but uninvolved written and oral instructions. 

• Ability to read and interpret general documents including safety rules, safety 
instructions, and information related to the position. 

• Ability to perform general math functions, including addition and subtraction, and 
multiplication and division as needed to perform the general accounting tasks for the 
department. 

• Ability to communicate effectively, both orally and in writing.  
• Requires physical ability for continuous physical effort including frequent bending, 

climbing, squatting, and manipulating and lifting equipment and supplies.  Also requires 
the ability to work outdoors in all types of weather conditions.  

• Requires ability to set priorities and accomplish work activities with a minimum of 
supervision and be able to develop and maintain harmonious working relationships with 
others, both inside and outside the organization.  

• Must possess a valid driver’s license with no major traffic infractions in the past three 
years. 

• Demonstrates basic computer skills. 
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual walking, standing, 
stooping, and repetitive motions; frequent crouching, grasping, reaching, and pushing or pulling 
15 to 20 pounds. Requires ability to lift and/or move up to 50 pounds. Requires good general 
vision. Worker is occasionally subject to hazards, such as close proximity to electrical current 
and exposure to chemicals. Worker is also subject to fumes, odors, dust, mists, gases, noise, or 
poor ventilation. Requires moderate travel within the local area. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
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reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: MAINTENANCE OPERATOR 
 

Department:   Facilities 
Supervisor:     Director of Public Works 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Works directly under the Director of Public Works Facilities Lead Operator to perform a variety 
of building repairs, maintenance and grounds keeping duties for assigned County facilities for 
the safe, effective and efficient building operation and tenant satisfaction. 
 
The successful candidate will be required to pass a Sheriff’s Department background check as 
this position also supports the Sheriff’s facilities.  Incumbent performs routine work but 
occasionally involves a high level of complexity.  Incumbent works under well-known practices 
and procedures and often determines specific practices and procedures for the department.  
Work requires the exercise of above normal self-direction as incumbent carries out instructions 
in oral, written or drawing format.  Incumbent works independently under periodic supervision. 
Primary communication takes place with coworkers and supervisor.  Position has direct impact 
on the efficiency of building operations, maintenance and upkeep.  Work is typically performed 
in-door and outdoors and may involve intermittent exposure to unfavorable conditions.  
Typically includes heavy local travel. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Receives direction from the Director of Public Works Facilities Lead Operator, 
establishes and schedules work allowing for unscheduled projects which may occur. 

• Performs Maintenance Duties and Responsibilities 
o Inspects and tests machinery and equipment using diagnostic tools on various 

machinery. 
o Analyzes test results for irregularities and appropriately documents irregularities. 
o Responsible for figuring out the cause of problems and repairing the problems.  
o Construction experience to include but not limited to framing and remodels. 

• Performs general maintenance as necessary to service and repair county facilities. 
o Demonstrates advanced knowledge and skill with maintenance, trouble 

shooting, and minor repairs on HVAC for all County Buildings in all types of 
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weather. this will include RTU’s at the County jail and sheriff’s department when 
necessary. 

o Performs plumbing operations necessary to install, remove, or repair toilets, 
sinks, sump pumps and other related equipment. 

o Repairs and replaces windows, doors, locks and other door closures. 
o Repairs furniture, cabinets, shelves, and performs other carpentry projects.  
o Inspects and oversees mechanical systems and equipment. 
o Oversees (and performs as necessary) maintenance, replacements and repairs 

within area of skill, and assesses need for outside contracts to perform 
maintenance, repair or replacement activities.  

o Inspects building structures and systems to anticipate future problems and 
reports such results as needed. Performs preventative maintenance activities. 

• Receives work orders, plans and coordinates routine or recurring maintenance and 
repair projects. Requisitions supplies, materials, tools and equipment needed to fulfill 
duties and complete assignments 

• Provides grounds keeping services to include mowing, watering, planting, fertilizing, 
pest control and trimming all grass covered and shrub areas.   

• Provides winter grounds maintenance to include clearing and cleaning parking lots, 
sidewalks and roof tops as needed.  Apply ice melt, removing ice and snow by shovel 
and snow blower.  Removes trash from parking lots and landscaped areas; places trash 
and refuse in appropriate dumpster. 

• Responds to public inquiries in a courteous manner; provides information within scope 
of knowledge or refers to other employees as appropriate. 

• Occasional response to maintenance issues after scheduled work hours and/or on 
weekends. 

• Responsible for proper use of personal protection equipment (PPE). 
• Receives work orders, coordinates routine or recurring maintenance and repair projects. 

Requisitions supplies, materials, tools and equipment needed to fulfill duties and 
complete assignments.  Establishes priorities and schedules work allowing for 
unscheduled projects that may occur. 

• Performs maintenance and repairs within area of skill, and assesses need for outside 
contracts to perform maintenance, repair or replacement activities. 

• Performs preventative maintenance activities as scheduled. 
• Provides specialized maintenance services to the Jail and Juvenile Detention facilities. 
• Performs various maintenance functions to ensure proper and effective work 

environments.  Ensures proper painting, lighting, emergency repairs and replacements 
of broken windows, doors, locks, pipes, water heaters, etc. 

• Maintains computer list for rotation of furnace/air conditioner filters, cleaning of 
carpets, fire system checks, etc. throughout all county facilities. 

• Responds 24/7 to maintenance emergencies. 
• On-call according to posted scheduling. 

 
SECONDARY FUNCTIONS 

 
• Responsible for set up and removal of voting booths in various assigned precincts 

county-wide for all elections. 
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• Provides assistance to employees as work assignments dictate. 
• Interfaces with all departments to coordinate collecting and transporting of surplus 

items to site of county auction. 
• May be requested to assist Emergency Operations Center (EOC) staff during an 

emergency. 
• Performs all other duties as assigned. 

 
JOB SPECIFICATIONS 

 
• Sufficient combination of knowledge, skills and abilities so as to competently perform 

essential functions of the job. High school education or equivalent with three years of 
experience in building maintenance required.  

• Construction and snow plowing experience preferred. 
• Critical thinking skills combined with the ability to analyze data and take corrective 

action. 
• Preferred minimum of five years’ experience with remodel/framing, building repair and 

maintenance particularly in areas of HVAC, plumbing, electrical and construction.  
Manipulative skills and ability to operate all tools and equipment required to perform 
duties.  

• Basic knowledge of small gasoline engines including proper use, safety and 
maintenance. 

• Ability to read and comprehend advanced instructions; write simple correspondence; 
present information in one-on-one situations (e.g., to supervisor, co-workers, etc.).  
Ability to apply detailed but uninvolved written and oral instructions. 

• Ability to read and interpret general documents including safety rules, safety 
instructions, and information related to the position. 

• Ability to perform general math functions, including addition and subtraction, and 
multiplication and division as needed to perform the general accounting tasks for the 
department. 

• Ability to communicate effectively, both orally and in writing.  
• Requires physical ability for continuous physical effort including frequent bending, 

climbing, squatting, and manipulating and lifting equipment and supplies.  Also requires 
the ability to work outdoors in all types of weather conditions.  

• Requires ability to set priorities and accomplish work activities with a minimum of 
supervision and be able to develop and maintain harmonious working relationships with 
others, both inside and outside the organization.  

• Must possess a valid driver’s license with no major traffic infractions in the past three 
years and pass a Sheriff’s Department background check. 

• Demonstrates basic computer skills. 
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual walking, standing, 
stooping, and repetitive motions; frequent crouching, grasping, reaching, and pushing or pulling 
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15 to 20 pounds. Requires ability to lift and/or move up to 50 pounds. Requires good general 
vision. Worker is occasionally subject to hazards, such as close proximity to electrical current 
and exposure to chemicals. Worker is also subject to fumes, odors, dust, mists, gases, noise, or 
poor ventilation. Requires moderate travel within the local area. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: COURT CLERK II 
 

Department:   Courthouse 
Supervisor:     Civil & Criminal Supervisors / Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
SUMMARY  
 
The Court Clerk II is an administrative support position that assists in the successful operation of 
the District Court. Work involves recurring situations with occasional variances. Regular 
independent judgment is required to apply standard practices and procedures and decision-
making within clearly defined parameters.  Works independently with limited supervision, under 
the general direction of the Supervisors and Director. Communicates frequently with others 
throughout the department, other county and state departments and others outside the 
organization.  Work has a definite impact on the operations of the District Court.  Work is typically 
performed in an office environment with significant intermittent stress due to deadlines.  Does 
not typically involve travel outside the local area. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• A master multi-tasker with excellent communication skills and upbeat attitude.  Assists 
management, judges and visitors to the courthouse by handling a variety of tasks, including 
but not limited to, providing quality customer service to the public who are conducting 
business within the courthouse, processing court-related paperwork, collecting fees, and 
accurately entering data into the court management system.  Will provide polite and 
professional assistance via phone, mail, email, and over-the-counter and is generally a 
helpful and positive presence.  

• Works independently, following written and verbal instructions to accurately process all 
court-related documentation.  

• Prepares complex criminal documents, which include but are not limited to Orders, 
Notices, Warrants, Summons, correspondence, and other documents at the direction of 
the court and/or as required based on processes and procedures.  

• Performs a variety of complex technical duties involving interwoven data entry tasks, 
entering critical data into the statewide case management system, and attaching 
paperwork to files in preparation and response to court hearings, interim and final court 
orders, and all manner of paperwork generated to process the caseload for the assigned 
resident judge, out of county judges and senior judges.  

• Reviews for accuracy and processes all documentation filed through the state-wide e-filing 
system in accordance with established state practices and procedures.  
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• Assists in maintaining the official court record.  File stamps documents to show an official 
date that determines whether matters meet statutory time limits therefore permitting 
them to be heard, when they are to be heard, if an appeal will be considered, etc.  
Schedules court hearings.  Does required data entry for the official record, including 
entering Event details as part of the case’s permanent record.  Distributes paperwork to 
counsel and parties.    

• Performs a wide variety of complex and diverse duties requiring independent judgment 
and a full understanding and knowledge of legal terminology and court procedures.  
Processes time sensitive legal matters. Properly routes files to judges or staff as needed 
according to the type of file and the type of process needed at that particular time of case 
progression for that particular file.    

• Assists customers in person, by phone, email, fax, and mail.  Liaison with the public, 
attorneys, law enforcement, and other departments both within and out of Bonner County 
in all court operational matters. This position directly represents the court so must perform 
all duties in an honest and ethical manner.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    

• Routes legal documents, electronically filed throughout the day, to the appropriate judge, 
staff attorney, or clerk, paying particular attention to rushed or sensitive filings with 
deadlines.  

• Creates new civil and criminal cases filed over-the-counter or by email from the public or 
Prosecutor’s office.  Prepares Orders, Summons, or Warrants at the direction of the judges 
and/or based on case-type.  Communicates with the Sheriff’s office to ensure accurate 
party information before issuing Summons, Warrants, and Protection Orders.  
Communicates with LillyBrooke and the Sheriff’s office for the timely service of Protection 
Orders.  

• Performs monthly review of civil cases to assure cases are progressing pursuant 
established time-standards.  

• Collaborates with Supervisors and the Director to establish efficient processes and 
procedures to meet Idaho Supreme Court best business practices.  

• Ability to multi-task and maintain composure with a number of incoming telephone lines, 
high volume walk-in customer traffic and ability to handle occasional challenging situations 
with the general public in a professional and tactful manner.  

 
SECONDARY FUNCTIONS 

 
• Assists with election operations, as directed by the Elected Clerk.  
• Performs additional tasks as outlined by Criminal Supervisor, Director, or Elected Clerk.   

 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED).  
• Possess a minimum of 2 years experience in an office setting or related field.  
• Advanced secretarial executive assistant practices and procedures such as the ability to 

comprehend, interpret and follow complex oral and written instructions, ability to prepare 
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documents, business correspondence, business memos, publications and information 
pursuant to the law and Idaho Court Rules, safety rules, court and county policies and 
procedures.   

• Maintain confidentiality in all matters relating to the business of the District Court. Keep 
confidential communications, documents, and data collected as a result of case filings.  

• Maintain integrity and a professional demeanor at all times.  
• Ability to establish and maintain effective working relationships with the general public.  
• Ability to follow directions, work in a professional manner, and develop effective working 

relationships with co-workers.  
• Working knowledge of legal terminology, formats, and processes is preferred.  
• Working knowledge of good grammar, spelling, proofreading, composition, and 

pleading/document formats, to obtain a professionally finished product.    
• Must be able to communicate orally and in writing in a logical and concise manner. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
While performing the duties of this job, the employee is frequently required to stand, walk, sit for 
extended periods of time, use hands to keyboard, handle or manipulate tools used in performing 
the job and reach with hands and arms.  The employee must occasionally lift and/or move up to 
25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception and ability to adjust focus.  Ability to hear delayed 
playback on recording systems to assure court hearings are being recorded for transcription. Must 
have the ability to work quickly and accurately, maintaining efficiency while working under time 
pressure and deadlines. The noise level in the work environment is moderate.  There are daily 
exchanges with co-workers, many of whom regularly need the judicial assistant’s services between 
court sessions. Must also respond on these limited breaks from court to the public, attorneys, law 
enforcement, other agencies and departments who are also accessing services by phone, mail, 
email, fax, in person, or via interoffice mail.  Must be prepared to remain in court for extended 
periods of time. While performing the duties of this job, the employee is regularly exposed to 
germs, bacteria, and virus through contact with the public.  They are also working with high-risk 
individuals (i.e. current or former felons and mentally unstable persons) and hazardous materials 
in the form of exhibits such as caustic chemicals, weapons, items with blood, etc. Many exhibits 
arrive packaged to limit exposure.  Commonly in court for extended periods of time with 
incarcerated individuals with hygiene and behavior issues. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: COURT CLERK II DEPUTY COURT CLERK II 
(Civil and Criminal) 

 

Department:   Courthouse 
Supervisor:     Civil & Criminal Supervisors / Director Elected County Clerk and 

Director, Court Operations 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
The Court Clerk II is an administrative support position that assists in the successful operation 
of the District Court. Work involves recurring situations with occasional variances. Regular 
independent judgment is required to apply standard practices and procedures and decision-
making within clearly defined parameters.  Works independently with limited supervision, 
under the general direction of the Supervisors and Director. Communicates frequently with 
others throughout the department, other county and state departments and others outside the 
organization.  Work has a definite impact on the operations of the District Court.  Work is 
typically performed in an office environment with significant intermittent stress due to 
deadlines.  Does not typically involve travel outside the local area. The Deputy Clerk is a master 
multi-tasker with excellent communication skills and upbeat attitude.  The Deputy Clerk assists 
management, judges and visitors to the courthouse by handling a variety of tasks, including but 
not limited to providing quality customer service to the public who are conducting business 
within the courthouse, processing court-related paperwork, collecting fees and accurately 
entering data into the court management system.  The Deputy Clerk will provide polite and 
professional assistance via phone, mail, email and over-the-counter and is generally a helpful 
and positive presence in the courthouse. 
 
The Deputy Clerk is a clerical position that assists in the successful operation of the Clerk’s 
office.  Work involves the ability to follow detailed written and oral instruction in processing 
court-related documents and to be professional, polite and attentive while also being accurate.  
The Deputy Clerk shall always be prepared and responsive, willing to meet each challenge 
directly.  The Deputy Clerk must be comfortable with computers, general office tasks, customer 
service and excel at both verbal and written communication.  Most importantly, the Deputy 
Clerk should have a genuine desire to meet the needs of others. 
 
The Deputy Clerk position is typically performed in an office environment that has intermittent 
high stress due to deadlines and heavy public foot-traffic and phone calls.  The Deputy Clerk is 
able to tactfully and professionally handle customers in an emotional or agitated state. 
Court Clerk I: Individuals hired or promoted into a Court Clerk position, start as a Court Clerk I 
until performing the work independently on a regular basis, then is eligible to promote to a 
Court Clerk II. 
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ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• A master multi-tasker with excellent communication skills and upbeat attitude.  Assists 
management, judges and visitors to the courthouse by handling a variety of tasks, 
including but not limited to, providing quality customer service to the public who are 
conducting business within the courthouse, processing court-related paperwork, 
collecting fees, and accurately entering data into the court management system.  Will 
provide polite and professional assistance via phone, mail, email, and over-the-counter 
and is generally a helpful and positive presence.  

• Works independently, following written and verbal instructions to accurately process all 
court-related documentation.  

• Prepares complex criminal documents, which include but are not limited to Orders, 
Notices, Warrants, Summons, correspondence, and other documents at the direction of 
the court and/or as required based on processes and procedures.  

• Performs a variety of complex technical duties involving interwoven data entry tasks, 
entering critical data into the statewide case management system, and attaching 
paperwork to files in preparation and response to court hearings, interim and final court 
orders, and all manner of paperwork generated to process the caseload for the assigned 
resident judge, out of county judges and senior judges.  

• Reviews for accuracy and processes all documentation filed through the state-wide 
efiling system in accordance with established state practices and procedures.  

• Assists in maintaining the official court record.  File stamps documents to show an 
official date that determines whether matters meet statutory time limits therefore 
permitting them to be heard, when they are to be heard, if an appeal will be considered, 
etc.  Schedules court hearings.  Does required data entry for the official record, 
including entering Event details as part of the case’s permanent record.  Distributes 
paperwork to counsel and parties.    

• Performs a wide variety of complex and diverse duties requiring independent judgment 
and a full understanding and knowledge of legal terminology and court procedures.  
Processes time sensitive legal matters. Properly routes files to judges or staff as needed 
according to the type of file and the type of process needed at that particular time of 
case progression for that particular file.    

• Assists customers in person, by phone, email, fax, and mail.  Liaison with the public, 
attorneys, law enforcement, and other departments both within and out of Bonner 
County in all court operational matters. This position directly represents the court so 
must perform all duties in an honest and ethical manner.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    
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• Routes legal documents, electronically filed throughout the day, to the appropriate 
judge, staff attorney, or clerk, paying particular attention to rushed or sensitive filings 
with deadlines.  

• Creates new civil and criminal cases filed over-the-counter or by email from the public 
or Prosecutor’s office.  Prepares Orders, Summons, or Warrants at the direction of the 
judges and/or based on case-type.  Communicates with the Sheriff’s office to ensure 
accurate party information before issuing Summons, Warrants, and Protection Orders.  
Communicates with LillyBrooke and the Sheriff’s office for the timely service of 
Protection Orders.  

• Performs monthly review of civil cases to assure cases are progressing pursuant 
established time-standards.  

• Collaborates with Supervisors and the Director to establish efficient processes and 
procedures to meet Idaho Supreme Court best business practices.  

• Ability to multi-task and maintain composure with a number of incoming telephone 
lines, high volume walk-in customer traffic and ability to handle occasional challenging 
situations with the general public in a professional and tactful manner.  

• Provide excellent customer service to the public over-the-counter, via phone, mail or 
email. Maintain neutrality and confidentiality in communications with customers.  
Discussions shall be kept within the scope of the business being conducted.  The Deputy 
Clerk shall not give legal advice or provide personal opinion or hope of outcome for the 
customer, in order to maintain the Court’s commitment to procedural fairness. 

• Work independently, following written and verbal instructions to accurately process all 
court-related documentation.  Accurately enter data into the Court’s case management 
system.  Work collaboratively with co-workers to enhance the efficiency of the Clerk’s 
office and to process documents within established time-frames. 

• Learn all aspects of the Court’s processes that relate to District Court and Magistrate 
Court, including infractions, misdemeanors and felonies; family law, mental and probate 
cases, guardian and conservatorships, name changes and evictions. Processes to include 
processing all documentation, collecting court fees, filling public records requests and 
assisting the public who have business within the Clerk’s office. 

• Work closely with management, in-court clerks, administrative assistants, bailiffs and 
judges in order to accurately and efficiently process case file documentation.  
Communicate with other agencies such as the sheriff’s office, attorneys’ offices or any 
other internal or external agency, as may be necessary, in a professional manner to 
facilitate the accurate and efficient processing of court-related business. 

• Perform all other duties as assigned by Supervisors, Director or Clerk of the Court. 
 
SECONDARY FUNCTIONS 

 
• Assists with election operations, as directed by the Elected Clerk.  
• Performs additional tasks as outlined by Criminal Supervisor, Director, or Elected Clerk.   
• Occasionally assists during elections as directed by the Clerk of the Court. 
• Sorts and processes department mail.  
• Trains co-workers or new staff as needed. 
• Travels from time to time within the local area as may be necessary. 
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• Performs minor maintenance functions for the office copier, time clock, and other 
general office equipment by ensuring that proper materials are in place and performing 
basic troubleshooting functions as needed. 

 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED).  
• Possess a minimum of 2 years experience in an office setting or related field.  
• Advanced secretarial executive assistant practices and procedures such as the ability to 

comprehend, interpret and follow complex oral and written instructions, ability to 
prepare documents, business correspondence, business memos, publications and 
information pursuant to the law and Idaho Court Rules, safety rules, court and county 
policies and procedures.   

• Maintain confidentiality in all matters relating to the business of the District Court. Keep 
confidential communications, documents, and data collected as a result of case filings.  

• Maintain integrity and a professional demeanor at all times.  
• Ability to establish and maintain effective working relationships with the general public.  
• Ability to follow directions, work in a professional manner, and develop effective 

working relationships with co-workers.  
• Working knowledge of legal terminology, formats, and processes is preferred.  
• Working knowledge of good grammar, spelling, proofreading, composition, and 

pleading/document formats, to obtain a professionally finished product.    
• Must be able to communicate orally and in writing in a logical and concise manner. 
• Ability to establish and maintain effective working relationships with other employees 

and the general public.   
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
While performing the duties of this job, the employee is frequently required to stand, walk, sit 
for extended periods of time, use hands to keyboard, handle or manipulate tools used in 
performing the job and reach with hands and arms.  The employee must occasionally lift and/or 
move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception and ability to adjust focus.  Ability to 
hear delayed playback on recording systems to assure court hearings are being recorded for 
transcription. Must have the ability to work quickly and accurately, maintaining efficiency while 
working under time pressure and deadlines. The noise level in the work environment is 
moderate.  There are daily exchanges with co-workers, many of whom regularly need the 
judicial assistant’s services between court sessions. Must also respond on these limited breaks 
from court to the public, attorneys, law enforcement, other agencies and departments who are 
also accessing services by phone, mail, email, fax, in person, or via interoffice mail.  Must be 
prepared to remain in court for extended periods of time. While performing the duties of this 
job, the employee is regularly exposed to germs, bacteria, and virus through contact with the 
public.  They are also working with high risk individuals (i.e. current or former felons and 
mentally unstable persons) and hazardous materials in the form of exhibits such as caustic 
chemicals, weapons, items with blood, etc. Many exhibits arrive packaged to limit exposure.  
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Commonly in court for extended periods of time with incarcerated individuals with hygiene and 
behavior issues. 
Have the ability to perform physical activities necessary to complete the essential functions of a 
Deputy Clerk, either with or without reasonable accommodation. Requires excellent 
communication skills; frequent handling of documents, including carrying multiple case files up 
and down stairs, grasping, walking, and repetitive motions. Ability to bend, squat, climb stairs 
and ladders and stand for extended periods of time.    
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: Court Clerk III 
 

Department:   Courthouse 
Supervisor:     Criminal Supervisor/Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Performs a variety of complex and unique legal clerical services that requires proficient and 
responsible application of specialized or technical knowledge and experience.  Provides varied, 
complex, and often confidential liaison communication and clerical assistance to the Judges; 
employs independent judgment in the resolution of problems.  Requires considerable judgment 
to work independently towards generally defined results, modifying or adapting to procedures 
to meet conditions, and makes decisions based on precedent and organizational policies.  This 
position requires considerable responsibility and confidentiality.  
 
The Court Clerk III is a position that assists in the successful operation of the courthouse.  Work 
involves a wide diversity of situations where regular independent judgment is required to 
determine practices and procedures and contribute to new concepts.  Works independently 
with limited supervision, under the general direction of the Judges and Criminal Supervisor. 
Communicates frequently with others throughout the department, other county and state 
departments, and others outside the organizations.  Work has a definite impact on the 
operations of the courthouse.  Work is typically performed in an office environment with 
significant intermittent stress due to deadlines.  Does not typically involve travel outside the 
local area.  
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Prepares complex criminal documents, which include but are not limited to Orders, 
Judgments, Notices, Warrants, Summons, correspondence, and other documents at the 
direction of the court and/or as required based on processes and procedures.  

• Prepares for the successful operation of all court sessions, including but not limited to 
preparation of anticipated Orders, Notices, No Contact Orders, and Warrants, and 
assuring that all necessary filings have been received in order for the court session to 
proceed.  Reviews charging documents to assure charging codes match state-approved 
code sections.  Reviews all submitted court exhibits to determine that they are properly 
identified and marked.  Communicates with law firms/attorneys if discrepancies are 
identified, in order that they may be rectified.  

DRAFT



Bonner County Job Description   
Page 2 of 4     Revised on 11/07/2024 

• Performs clerical assistance during court sessions, including, but not limited to 
operation of the digital recording system and creating court minutes for the official 
record. Administers the oath to witnesses, marks and maintains evidence and exhibits, 
prepares documents as directed by the judge, provides judge with future court dates, 
assists in maintaining courtroom decorum, and actively participates in the flow of in-
court case matters, in coordination with the judge.  

• Reviews the court session, upon completion to assure accuracy of the official record. 
Assures all orders and other documentation are timely distributed to all parties and 
outside agencies.  Prepares any follow-up criminal or civil documents as may be 
required due to the outcome of the proceedings.  

• Responsible for tracking and scheduling hearings required for the timely progress of all 
felony, misdemeanor, and juvenile cases, as required pursuant to State statutes and 
rules.  Must multi-task and must retain numerous details of processes that regularly 
change due to modifications in the law and/or rules.   

• Performs a variety of complex technical duties involving interwoven data entry tasks, 
entering critical data into the statewide case management system, and attaching 
paperwork to files in preparation and response to court hearings, interim and final court 
orders, and all manner of paperwork generated to process the caseload for the assigned 
resident judge, out-of-county judges, and senior judges.    

• Assists in maintaining the official court record.  File stamps documents to show an 
official date that determines whether matters meet statutory time limits therefore 
permitting them to be heard, when they are to be heard, if an appeal will be considered, 
etc.  Schedules court hearings.  Does required data entry for the official record, 
including entering Event details as part of the case’s permanent record.  Distributes 
paperwork to counsel and parties.    

• Performs a wide variety of complex and diverse duties in and out of court requiring 
independent judgment and a full knowledge and understanding of legal terminology and 
court procedures.  Processes time sensitive legal matters. Properly routes files to judges 
or staff as needed according to the type of file and the type of process needed at that 
particular time of case progression for that particular file.    

• Assists customers in person, by phone, email, fax, and mail.  Liaison with the public, 
attorneys, law enforcement, and other departments both within and out of Bonner 
County in all court operational matters. Coordinates with other courts on some limited 
tasks due to the judges’ out-of-county caseload.  This position directly represents the 
court so must perform all duties in an honest and ethical manner.   

• Answers questions and clarifies procedures for other support staff.    
• Communicates with bailiffs, Sheriff’s office, dispatch, jail staff, and the Idaho 

Department of Corrections (IDOC), over prisoner transport, security concerns, etc.  
Coordinates workload with staff attorneys,  court reporters, and extern, if any.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    

• Routes criminal documents, electronically filed throughout the day, to the appropriate 
judge/clerk, paying particular attention to rushed or sensitive filings with deadlines.  

• Processes documents received daily from the Sheriff’s office including, bonds, returned 
warrants, and other documents of defendants who have posted bond, been arrested, or 
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released.  Prepares and routes probable cause orders to judges on defendants who have 
posted bond and prepares and issues Summons or Warrants for those defendants to 
appear.  

• Backs up Court Clerk IIs to provide customer service at the counter or on the phone, 
answering questions, accepting filings, and taking payments. Assist Court Clerk IIs in 
processing cash bond payments received over-the-counter.  

• Creates new felony, misdemeanor, and juvenile cases as filed by the   
• Prosecutor’s office.  Prepares Summons or Warrants at the direction of the judges.  

Coordinate with Sheriff’s office and Dispatch for accuracy of defendant information 
prior to issuance of any Summons/Warrant.  

• Assures cases are progressing pursuant to state statutes, court rules and/or state-
established time-standards.  

• Collaborates with the Director and Criminal Supervisor to establish efficient work 
processes in accordance with Idaho Supreme Court best business practices as well as 
local practices and procedures.  

 
SECONDARY FUNCTIONS 

 
• Assists with election operations as directed by the Elected Clerk.  
• Performs additional tasks as outlined by Criminal Supervisor, Director, or Elected Clerk.   

 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED).  
• Four (4) years court-related experience, two of those as a court clerk and/or float clerk 

required or equivalent combination of education and experience.  
• Advanced secretarial executive assistant practices and procedures such as the ability to 

comprehend, interpret, and follow complex oral and written instructions, ability to 
prepare documents, business correspondence, business memos, publications, and 
information pursuant to the law and Idaho Court Rules, safety rules, court and county 
policies and procedures.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Proficient at drafting original orders, judgments, correspondence and memos, and a 

working knowledge of good grammar, spelling, proofreading, composition and 
pleading/document formats, to obtain a professionally finished product.    

• Must be able to communicate orally and in writing in a logical and concise manner.    
• Ability to professionally handle confidential materials and information.  
• Ability to effectively present and receive information in one-on-one and large group 

situations (jury pools, courtroom audiences and participants consisting of 1-100 
persons).    

• Professional oral and written communication skills.  Ability to hear, speak, type, and 
write legibly in English.     

• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 
variables in situations where only limited standardization exists; to interpret, identify, 
assess, or diagnose a variety of instructions or information furnished in written, oral, 

DRAFT



Bonner County Job Description   
Page 4 of 4     Revised on 11/07/2024 

diagram, or schedule form and plan approaches that respond to problems or challenges; 
to adapt or modify existing systems, procedures, or methods to new situations; to find 
alternative solutions by weighing alternatives and developing action plans; to prioritize 
work and research information to complete work independently; to multi-task duties.   

• Interruptions are frequent, expected, and routine.  Must adapt to evolving work tasks 
and environments.  

• Expected to exercise logical and creative thought processes to develop solutions to 
varying work situations lacking immediate supervision.     

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
While performing the duties of this job, the employee is frequently required to stand, walk, sit 
for extended periods of time in court, use hands to keyboard, handle or manipulate tools used 
in performing the job and reach with hands and arms.  The employee must occasionally lift 
and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.   
Ability to hear delayed playback on recording systems to assure court hearings are being 
recorded for transcription. Must have the ability to work quickly and accurately, maintaining 
efficiency while working under time pressure and deadlines. The noise level in the work 
environment is moderate.  There are daily exchanges with co-workers, many of whom regularly 
need the judicial assistant’s services between court sessions. Must also respond on these 
limited breaks from court to the public, attorneys, law enforcement, other agencies and 
departments who are also accessing services by phone, mail, email, fax, in person, or via 
interoffice mail.  Must be prepared to remain in court for extended periods of time. While 
performing the duties of this job, the employee is regularly exposed to germs, bacteria, and 
virus through contact with the public.  They are also working with high-risk individuals (i.e. 
current or former felons and mentally unstable persons) and hazardous materials in the form of 
exhibits such as caustic chemicals, weapons, items with blood, etc. Many exhibits arrive 
packaged to limit exposure.  Commonly in court for extended periods of time with incarcerated 
individuals with hygiene and behavior issues.   
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: Court Clerk III IN-COURT CLERK III 
 

Department:   Magistrate or District Court Courthouse 
Supervisor:     Criminal Supervisor/Director Clerk of the District Court 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
Performs a variety of complex and unique legal clerical services that requires proficient and 
responsible application of specialized or technical knowledge and experience.  Provides varied, 
complex, and often confidential liaison communication and clerical assistance to the Judges; 
employs independent judgment in the resolution of problems.  Requires considerable judgment 
to work independently towards generally defined results, modifying or adapting to procedures 
to meet conditions, and makes decisions based on precedent and organizational policies.  This 
position requires considerable responsibility and confidentiality.  
 
The Court Clerk III is a position that assists in the successful operation of the courthouse.  Work 
involves a wide diversity of situations where regular independent judgment is required to 
determine practices and procedures and contribute to new concepts.  Works independently 
with limited supervision, under the general direction of the Judges and Criminal Supervisor. 
Communicates frequently with others throughout the department, other county and state 
departments, and others outside the organizations.  Work has a definite impact on the 
operations of the courthouse.  Work is typically performed in an office environment with 
significant intermittent stress due to deadlines.  Does not typically involve travel outside the 
local area.  
 
Summary: Primary responsibilities of this position involve assisting in all areas of the court 
house. The In-Court Clerk in court, prep and class files order driving records. Float Clerk serves 
as an In Court Clerk as well. 
 
Other Information: The In-Court Clerk is a support position that has a distinct and direct impact 
on the successful operation of the magistrate and district courts. Responsibilities involve other 
departments and directly affect the performance of the court system. Work involves regular 
and recurring situations involving a moderate degree of complexity and judgment required to 
apply standard practices and decision making within defined parameters. Requires the ability to 
implement and adapt procedures and policies as directed by the Idaho Supreme Court or for 
the benefit of the courts. Attention to detail and accuracy is critical. During training 
incumbent’s work is regularly supervised. With experience incumbent works independently 
with moderate to light supervision to ensure that the performance of the various department 
functions are not compromised. Communicates regularly with others throughout the 
department, as well as inside and outside the organization. Job includes interacting with the 
magistrate and district court offices. Work is performed for both magistrate and district courts 
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and in an office environment. Position often has high stress due to deadlines and the potential 
impact on the public, victims, and defendants should those timelines not be met. At the same 
time, incumbent must prepare files for the next week’s court sessions while attending court 
and processing files prepared the week before. Requires strong computer skills. Responsible 
and accountable to immediate supervisor, judges, Clerk of the Court, and other departments, 
such as law enforcement, and well as to the general public. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Prepares complex criminal documents, which include but are not limited to Orders, 
Judgments, Notices, Warrants, Summons, correspondence, and other documents at the 
direction of the court and/or as required based on processes and procedures.  

• Prepares for the successful operation of all court sessions, including but not limited to 
preparation of anticipated Orders, Notices, No Contact Orders, and Warrants, and 
assuring that all necessary filings have been received in order for the court session to 
proceed.  Reviews charging documents to assure charging codes match state-approved 
code sections.  Reviews all submitted court exhibits to determine that they are properly 
identified and marked.  Communicates with law firms/attorneys if discrepancies are 
identified, in order that they may be rectified.  

• Performs clerical assistance during court sessions, including, but not limited to 
operation of the digital recording system and creating court minutes for the official 
record. Administers the oath to witnesses, marks and maintains evidence and exhibits, 
prepares documents as directed by the judge, provides judge with future court dates, 
assists in maintaining courtroom decorum, and actively participates in the flow of in-
court case matters, in coordination with the judge.  

• Reviews the court session, upon completion to assure accuracy of the official record. 
Assures all orders and other documentation are timely distributed to all parties and 
outside agencies.  Prepares any follow-up criminal or civil documents as may be 
required due to the outcome of the proceedings.  

• Responsible for tracking and scheduling hearings required for the timely progress of all 
felony, misdemeanor, and juvenile cases, as required pursuant to State statutes and 
rules.  Must multi-task and must retain numerous details of processes that regularly 
change due to modifications in the law and/or rules.   

• Performs a variety of complex technical duties involving interwoven data entry tasks, 
entering critical data into the statewide case management system, and attaching 
paperwork to files in preparation and response to court hearings, interim and final court 
orders, and all manner of paperwork generated to process the caseload for the assigned 
resident judge, out-of-county judges, and senior judges.    

• Assists in maintaining the official court record.  File stamps documents to show an 
official date that determines whether matters meet statutory time limits therefore 
permitting them to be heard, when they are to be heard, if an appeal will be considered, 
etc.  Schedules court hearings.  Does required data entry for the official record, 
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including entering Event details as part of the case’s permanent record.  Distributes 
paperwork to counsel and parties.    

• Performs a wide variety of complex and diverse duties in and out of court requiring 
independent judgment and a full knowledge and understanding of legal terminology and 
court procedures.  Processes time sensitive legal matters. Properly routes files to judges 
or staff as needed according to the type of file and the type of process needed at that 
particular time of case progression for that particular file.    

• Assists customers in person, by phone, email, fax, and mail.  Liaison with the public, 
attorneys, law enforcement, and other departments both within and out of Bonner 
County in all court operational matters. Coordinates with other courts on some limited 
tasks due to the judges’ out-of-county caseload.  This position directly represents the 
court so must perform all duties in an honest and ethical manner.   

• Answers questions and clarifies procedures for other support staff.    
• Communicates with bailiffs, Sheriff’s office, dispatch, jail staff, and the Idaho 

Department of Corrections (IDOC), over prisoner transport, security concerns, etc.  
Coordinates workload with staff attorneys,  court reporters, and extern, if any.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    

• Routes criminal documents, electronically filed throughout the day, to the appropriate 
judge/clerk, paying particular attention to rushed or sensitive filings with deadlines.  

• Processes documents received daily from the Sheriff’s office including, bonds, returned 
warrants, and other documents of defendants who have posted bond, been arrested, or 
released.  Prepares and routes probable cause orders to judges on defendants who have 
posted bond and prepares and issues Summons or Warrants for those defendants to 
appear.  

• Backs up Court Clerk IIs to provide customer service at the counter or on the phone, 
answering questions, accepting filings, and taking payments. Assist Court Clerk IIs in 
processing cash bond payments received over-the-counter.  

• Creates new felony, misdemeanor, and juvenile cases as filed by the   
• Prosecutor’s office.  Prepares Summons or Warrants at the direction of the judges.  

Coordinate with Sheriff’s office and Dispatch for accuracy of defendant information 
prior to issuance of any Summons/Warrant.  

• Assures cases are progressing pursuant to state statutes, court rules and/or state-
established time-standards.  

• Collaborates with the Director and Criminal Supervisor to establish efficient work 
processes in accordance with Idaho Supreme Court best business practices as well as 
local practices and procedures.  

 
1.  Prepares cases on the court calendar ensuring the necessary documents, forms, and 
other information are in the case for court proceedings. Requires close communication with 
the clerk’s office and the file clerk. Accesses state data bases for information required by 
the judge and maintains the confidentiality of that information. Regularly works with 
confidential information in the performance of duties. Responsible to maintain 
confidentiality of information from closed court proceedings. Authorization by Bonner 
County Sheriff’s Office is required to obtain confidential information required by the court. 
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Expedient processing of documents for law enforcement as well as other departments both 
within and without the organization. 

 
SECONDARY FUNCTIONS 

 
• Assists with election operations as directed by the Elected Clerk.  
• Performs additional tasks as outlined by Criminal Supervisor, Director, or Elected Clerk.   
• Be available for on-call and other during and after-hours responsibilities as requested by 

judges, supervisors, or other personnel. Performs or assists with performance of duties 
outside the scope of regular duties. 

• Performs all other duties as assigned. 
 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED).  
• Four (4) years court-related experience, two of those as a court clerk and/or float clerk 

required or equivalent combination of education and experience.  
• Advanced secretarial executive assistant practices and procedures such as the ability to 

comprehend, interpret, and follow complex oral and written instructions, ability to 
prepare documents, business correspondence, business memos, publications, and 
information pursuant to the law and Idaho Court Rules, safety rules, court and county 
policies and procedures.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Proficient at drafting original orders, judgments, correspondence and memos, and a 

working knowledge of good grammar, spelling, proofreading, composition and 
pleading/document formats, to obtain a professionally finished product.    

• Must be able to communicate orally and in writing in a logical and concise manner.    
• Ability to professionally handle confidential materials and information.  
• Ability to effectively present and receive information in one-on-one and large group 

situations (jury pools, courtroom audiences and participants consisting of 1-100 
persons).    

• Professional oral and written communication skills.  Ability to hear, speak, type, and 
write legibly in English.     

• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 
variables in situations where only limited standardization exists; to interpret, identify, 
assess, or diagnose a variety of instructions or information furnished in written, oral, 
diagram, or schedule form and plan approaches that respond to problems or challenges; 
to adapt or modify existing systems, procedures, or methods to new situations; to find 
alternative solutions by weighing alternatives and developing action plans; to prioritize 
work and research information to complete work independently; to multi-task duties.   

• Interruptions are frequent, expected, and routine.  Must adapt to evolving work tasks 
and environments.  

• Expected to exercise logical and creative thought processes to develop solutions to 
varying work situations lacking immediate supervision.     
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Sufficient combination of knowledge, skills and abilities so as to competently perform the 
essential functions of the job. High school diploma or equivalent required. 
 
Minimum of two years progressively responsible clerical experience in an office environment 
recommended. 
 
Knowledge of court functions, including proceedings, hearings, and other court processes 
helpful. 
 
Knowledge of legal terminology associated with a variety of court processes. Familiarity with 
such terminology should be present at hire, and additional orientation can be obtained during 
the initial months of employment. 
 
Skillful operation of standard office equipment and electronic recording devices. Ability to 
proficiently type at or about (50) WPM. Must possess neat and legible handwriting and good 
filing skills. 
 
Ability to maintain efficiency while working under time, pressure, and deadlines. Ability to focus 
on detail, work accurately and quickly, prioritizing work to ensure critical documents are 
processed expediently. 
 
Must possess good organizational, telephone, and communication skills, especially as they 
relate to communications related to the courts. Must be comfortable with public speaking. 
Maintain a professional decorum and dress as a representative of the courts and Bonner 
County. 
 
Proficient grammar, spelling, and punctuation skills primarily as used in proofreading of court 
logs, legal documents, memos, and, occasionally, in composing correspondence. 
 
Ability to follow directions, work in an effective and professional manner. Positive working 
relationships with co-workers, supervisor, other departments, and general public are critical for 
the effective functioning of the organization. 
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
While performing the duties of this job, the employee is frequently required to stand, walk, sit 
for extended periods of time in court, use hands to keyboard, handle or manipulate tools used 
in performing the job and reach with hands and arms.  The employee must occasionally lift 
and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.   
Ability to hear delayed playback on recording systems to assure court hearings are being 
recorded for transcription. Must have the ability to work quickly and accurately, maintaining 
efficiency while working under time pressure and deadlines. The noise level in the work 
environment is moderate.  There are daily exchanges with co-workers, many of whom regularly 
need the judicial assistant’s services between court sessions. Must also respond on these 
limited breaks from court to the public, attorneys, law enforcement, other agencies and 
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departments who are also accessing services by phone, mail, email, fax, in person, or via 
interoffice mail.  Must be prepared to remain in court for extended periods of time. While 
performing the duties of this job, the employee is regularly exposed to germs, bacteria, and 
virus through contact with the public.  They are also working with high-risk individuals (i.e. 
current or former felons and mentally unstable persons) and hazardous materials in the form of 
exhibits such as caustic chemicals, weapons, items with blood, etc. Many exhibits arrive 
packaged to limit exposure.  Commonly in court for extended periods of time with incarcerated 
individuals with hygiene and behavior issues.   
 
Incumbent must have the ability to perform those physical activities necessary to complete the 
essential functions of the job, either with or without reasonable accommodation. Requires 
continual communication, listening and speaking, both in person and over the telephone); 
continual sitting and typing for extended periods of time without the ability to take a break 
during court proceedings; and frequent keyboarding, grasping, walking, and repetitive motions. 
Does require good general vision and attention skills. Must have ability to carry heavy loads of 
court files for brief periods while walking to and from the courtroom and/or judges’ offices. Due 
to tight deadlines and schedules, last minute changes, problems, and pressure, ability to be 
very flexible and adaptable to all situations and to meet constant changing calendars necessary. 
Due to the nature of this job there is a moderate level of personal risk. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: JUDICIAL ASSISTANT 
 

Department:   Courthouse 
Supervisor:     Civil/Criminal Supervisors and Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Performs a variety of complex and unique legal and executive level assistance and services that 
requires proficient and responsible application of specialized or technical knowledge and 
experience.  Provides varied, complex and often confidential liaison communication, secretarial 
and office administrative assistance to the Judges; employs independent judgment in the 
resolution of problems.  Requires considerable judgment to work independently towards 
generally defined results, modifying or adapting procedures to meet conditions, and making 
decisions based on precedent and organizational policies.  This position requires considerable 
responsibility and confidentiality.  
 
The Judicial Assistant is a position that assists in the successful operation of the courthouse.  
Work involves a wide diversity of situations where regular independent judgment is required to 
determine practices and procedures and contribute to new concepts.  Works independently 
with limited supervision, under the general direction of the Judges, Director, Supervisors and 
Elected Clerk. Communicates frequently with others throughout the department, other county 
and state departments, and others outside the organization.  Work has a definite impact on the 
operations of the courthouse.  Work is typically performed in an office environment with 
significant intermittent stress due to deadlines and case type.  Does not typically involve travel 
outside the local area. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Prepares complex criminal and civil documents, which include, but are not limited to 
Orders, Judgments, Notices, Warrants, Summons, correspondence and other documents 
at the direction of the court and/or as required based on processes and procedures.  

• Prepares for the successful operation of all court sessions, including but not limited to 
preparation of draft orders, notices, and warrants, and assuring that all necessary filings 
have been received in order for the court session to proceed.  Reviews all submitted 
court exhibits to determine that they are properly identified and marked.  
Communicates with law firms/attorneys if discrepancies are identified, in order that 
they may be rectified.  
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• Performs clerical assistance during court sessions, including, but not limited to 
operation of the digital recording system, and creates court minutes for the official 
record. Administers the oath to witnesses, marks and maintains evidence and exhibits, 
prepares documents as directed by the judge, provides judge with future court dates, 
assists in maintaining courtroom decorum and actively participates in the flow of in-
court case matters in coordination with the judge.  

• Reviews the court sessions upon completion to assure accuracy of the official record. 
Assures all orders and other documentation is timely distributed to all parties and other 
agencies that may require notice.  Prepares any follow-up criminal or civil documents as 
may be required due to the outcome of the proceedings.  

• Plans, coordinates, prioritizes and schedules daily, weekly and monthly court calendars 
for the judges.  Fields all phone and walk-in traffic to the judge’s chambers, including 
but not limited to scheduling hearings, answering questions for the public, attorneys, 
law enforcement, community businesses, other government entities, and other 
departments in and out of Bonner County.    

• Responsible for tracking and scheduling hearings required for the timely progress of all 
felony, misdemeanor, child protective cases, child custody cases, civil commitments, 
civil protection cases and expedited evictions, as required pursuant to State statutes and 
rules.  These case types require a higher degree of responsibility and a higher degree of 
possible liability.  Must multi-task and retain numerous details of processes that 
regularly change due to modifications in the law and/or rules.   

• Coordinates with out-of-state courts in scheduling UCCJEA sessions, as needed.  
• Performs a variety of complex administrative and/or technical duties involving 

interwoven data entry tasks, entering critical data into the statewide database system, 
and attaching paperwork to files in preparation and response to court hearings, interim 
and final court orders, and all manner of paperwork generated to process the caseload 
for the assigned resident judge and out-of-county judges.    

• Assists in maintaining the official court record.  File stamps documents to show an 
official date that determines whether matters meet statutory time limits therefore 
permitting them to be heard, when they are to be heard, if an appeal will be considered, 
etc.  Schedules court hearings.  Does required data entry for the official record, 
including entering Event details as part of the case’s permanent record.  Distributes 
paperwork to counsel and parties.    

• Performs a wide variety of complex and diverse duties in and out of court requiring 
independent judgment and full knowledge and understanding of legal terminology and 
court procedures.  Processes time sensitive legal matters. Properly routes files to judges 
or staff as needed according to the type of file and the type of process needed at that 
particular time of case progression for that particular file.    

• Assists customers in person, by phone, email, fax and mail.  Liaison with public, 
attorneys, law enforcement, and other departments both within and outside Bonner 
County in all court operational matters. Coordinates with other courts due to the 
judges’ out-of-county caseload.  This position directly represents the court so must 
perform all duties in an honest and ethical manner.   

• Provides new and on-going training and oversight to Court Clerk IIIs, as needed.  
Answers questions and clarifies procedure for other support staff.   
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• Reviews and monitors judge’s pending caseload to assure cases are progressing 
pursuant to state statutes, court rules and/or state-established time-standards.  

• Communicates with bailiffs, sheriff’s office, including dispatch, and jail staff, and the 
Idaho Department of Corrections (IDOC), over prisoner transport, security concerns, etc.  
Coordinates workload with the judge's law clerk, court reporter, and extern, if any.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    

• Collaborates with the Director and Supervisors to establish efficient work processes in 
accordance with Idaho Supreme Court best business practices as well as local practices 
and procedures. 

 
SECONDARY FUNCTIONS 
 

• Accountable for submitting monthly pay and travel information to the Supreme Court 
for the judge.   

• Supervisors, Director, or Elected Clerk.  
• Performs additional tasks as outlined by Supervisors, Director, or Elected Clerk.  

 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED). 
• Four (4) years court-related experience, two of those as a court clerk II and/or court 

clerk III required or equivalent combination of education and experience. 
• Advanced secretarial executive assistant practices and procedures such as the ability to 

read, comprehend, interpret and follow complex oral and written instructions, ability to 
prepare documents, business correspondence, business memos, publications and 
information pursuant to the law and Idaho Court Rules, safety rules, court and county 
policies and procedures. 

• Working knowledge of legal terminology, formats and processes is preferred.   
• Proficient at drafting original orders, judgments, correspondence and memos and a 

working knowledge of good grammar, spelling, proofreading, composition and 
pleading/document formats, to obtain a professionally finished product.   

• Must be able to communicate orally and in writing in a logical and concise manner.   
• Ability to professionally handle confidential materials and information.  
• Ability to effectively present and receive information in one-on-one and large group 

situations (jury pools, courtroom audiences and participants consisting of 1-100 
persons).   

• Professional oral and written communication skills.  Ability to hear, speak, type and 
write legibly in English.    

• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 
variables in situations where only limited standardization exists; to interpret, identify, 
assess, or diagnose a variety of instructions or information furnished in written, oral, 
diagram, or schedule form and plan approaches that respond to problems or challenges; 
to adapt or modify existing systems, procedures, or methods to new situations; to find 
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alternative solutions by weighing alternatives and developing action plans; to prioritize 
work and research information to complete work independently; to multi-task duties.  

• Interruptions are frequent, expected and routine.  Must adapt to evolving work tasks 
and environment. 

• Expected to exercise logical and creative thought processes to develop solutions to 
varying work situations lacking immediate supervision. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 
 
While performing the duties of this job, the employee is frequently required to stand; walk; sit 
for extended periods of time in court; use hands to keyboard, handle or manipulate tools used 
in performing the job and reach with hands and arms.  The employee must occasionally lift 
and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. 
Ability to hear delayed playback on recording systems to assure court hearings are being 
recorded for transcription. Must have the ability to work quickly and accurately, maintaining 
efficiency while working under time pressure and deadlines. The noise level in the work 
environment is moderate.  There are daily exchanges with co-workers, many of whom regularly 
need the secretary’s services between court sessions while she must also respond on these 
limited breaks from court to the public, attorneys, law enforcement, other agencies and 
departments who are also accessing services by phone, mail, email, fax, in person, or via 
interoffice mail.  Must be prepared to remain in court for extended periods of time. While 
performing the duties of this job, the employee is regularly exposed to germs, bacteria, and 
virus through contact with the public.  They are also working with high-risk individuals (i.e. 
current or former felons and mentally unstable persons) and hazardous materials in the form of 
exhibits such as caustic chemicals, weapons, items with blood, etc. Many exhibits arrive 
packaged to limit exposure.  Commonly in court for extended periods of time with incarcerated 
individuals with hygiene and behavior issues.   
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          DRAFT
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JOB TITLE: JUDICIAL ASSISTANT 
 

Department:   Courthouse 
Supervisor:     Civil/Criminal Supervisors and Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
Performs a variety of complex and unique legal and executive level assistance and services that 
requires proficient and responsible application of specialized or technical knowledge and 
experience.  Provides varied, complex and often confidential liaison communication, secretarial 
and office administrative assistance to the Judges; employs independent judgment in the 
resolution of problems.  Requires considerable judgment to work independently towards 
generally defined results, modifying or adapting procedures to meet conditions, and making 
decisions based on precedent and organizational policies.  This position requires considerable 
responsibility and confidentiality.  
 
The Judicial Assistant is a position that assists in the successful operation of the courthouse.  
Work involves a wide diversity of situations where regular independent judgment is required to 
determine practices and procedures and contribute to new concepts.  Works independently 
with limited supervision, under the general direction of the Judges, Director, Supervisors and 
Elected Clerk. Communicates frequently with others throughout the department, other county 
and state departments, and others outside the organization.  Work has a definite impact on the 
operations of the courthouse.  Work is typically performed in an office environment with 
significant intermittent stress due to deadlines and case type.  Does not typically involve travel 
outside the local area. 
 
Sworn Deputy Clerk of Court under the direct supervision of the Court Director provides full 
support to the assigned judge in all aspects of processing criminal and civil cases.  Carries out 
duties in an independent environment and is therefore required to continuously perform 
responsibly within all guidelines of law and approved policy.  Performs a variety of routine and 
complex clerical tasks related to clerking in court, managing the judge’s office, calendar, files, 
documents, and customer service conducted in person, by phone, email, fax or mail.   
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
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• Prepares complex criminal and civil documents, which include, but are not limited to 
Orders, Judgments, Notices, Warrants, Summons, correspondence and other documents 
at the direction of the court and/or as required based on processes and procedures.  

• Prepares for the successful operation of all court sessions, including but not limited to 
preparation of draft orders, notices, and warrants, and assuring that all necessary filings 
have been received in order for the court session to proceed.  Reviews all submitted 
court exhibits to determine that they are properly identified and marked.  
Communicates with law firms/attorneys if discrepancies are identified, in order that 
they may be rectified.  

• Performs clerical assistance during court sessions, including, but not limited to 
operation of the digital recording system, and creates court minutes for the official 
record. Administers the oath to witnesses, marks and maintains evidence and exhibits, 
prepares documents as directed by the judge, provides judge with future court dates, 
assists in maintaining courtroom decorum and actively participates in the flow of in-
court case matters in coordination with the judge.  

• Reviews the court sessions upon completion to assure accuracy of the official record. 
Assures all orders and other documentation is timely distributed to all parties and other 
agencies that may require notice.  Prepares any follow-up criminal or civil documents as 
may be required due to the outcome of the proceedings.  

• Plans, coordinates, prioritizes and schedules daily, weekly and monthly court calendars 
for the judges.  Fields all phone and walk-in traffic to the judge’s chambers, including 
but not limited to scheduling hearings, answering questions for the public, attorneys, 
law enforcement, community businesses, other government entities, and other 
departments in and out of Bonner County.    

• Responsible for tracking and scheduling hearings required for the timely progress of all 
felony, misdemeanor, child protective cases, child custody cases, civil commitments, 
civil protection cases and expedited evictions, as required pursuant to State statutes and 
rules.  These case types require a higher degree of responsibility and a higher degree of 
possible liability.  Must multi-task and retain numerous details of processes that 
regularly change due to modifications in the law and/or rules.   

• Coordinates with out-of-state courts in scheduling UCCJEA sessions, as needed.  
• Performs a variety of complex administrative and/or technical duties involving 

interwoven data entry tasks, entering critical data into the statewide database system, 
and attaching paperwork to files in preparation and response to court hearings, interim 
and final court orders, and all manner of paperwork generated to process the caseload 
for the assigned resident judge and out-of-county judges.    

• Assists in maintaining the official court record.  File stamps documents to show an 
official date that determines whether matters meet statutory time limits therefore 
permitting them to be heard, when they are to be heard, if an appeal will be considered, 
etc.  Schedules court hearings.  Does required data entry for the official record, 
including entering Event details as part of the case’s permanent record.  Distributes 
paperwork to counsel and parties.    

• Performs a wide variety of complex and diverse duties in and out of court requiring 
independent judgment and full knowledge and understanding of legal terminology and 
court procedures.  Processes time sensitive legal matters. Properly routes files to judges 
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or staff as needed according to the type of file and the type of process needed at that 
particular time of case progression for that particular file.    

• Assists customers in person, by phone, email, fax and mail.  Liaison with public, 
attorneys, law enforcement, and other departments both within and outside Bonner 
County in all court operational matters. Coordinates with other courts due to the 
judges’ out-of-county caseload.  This position directly represents the court so must 
perform all duties in an honest and ethical manner.   

• Provides new and on-going training and oversight to Court Clerk IIIs, as needed.  
Answers questions and clarifies procedure for other support staff.   

• Reviews and monitors judge’s pending caseload to assure cases are progressing 
pursuant to state statutes, court rules and/or state-established time-standards.  

• Communicates with bailiffs, sheriff’s office, including dispatch, and jail staff, and the 
Idaho Department of Corrections (IDOC), over prisoner transport, security concerns, etc.  
Coordinates workload with the judge's law clerk, court reporter, and extern, if any.   

• Provides a respectful environment for the timely administration of justice.   Maintains 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.    

• Collaborates with the Director and Supervisors to establish efficient work processes in 
accordance with Idaho Supreme Court best business practices as well as local practices 
and procedures. 

• Creates, composes and edits technical (law) and/or administrative orders, 
correspondence and documentation.  Plans, coordinates, prioritizes and schedules daily, 
weekly and monthly calendar for the judge.  Fields all phone and walk-in traffic to the 
judge’s office, including but not limited to scheduling hearings, answering questions for 
the public, attorneys, law enforcement, community businesses, other government 
entities, and other departments in and out of Bonner County.   

• Routinely clerks in court, preparing all files for the daily session, operating the digital 
recording system during the court session and making an outline of the court 
proceedings for the official record.  Produces documents, administers oaths, marks and 
maintains evidence, assists in maintaining court decorum, and actively participates in 
the flow of in-court case matters, does all follow up, updates file accordingly, and 
distributes paperwork to all parties as required.  Involved in all aspects of the 
documentation needed for support of these matters.  Clerks the highly confidential 
Grand Jury court proceedings.   

• Deals with Misdemeanor, Felony, Child Protective cases and Child Custody cases 
requiring a higher degree of responsibility and a higher degree of possible liability 
associated with the processes required for those types of cases, as well as all other 
types of cases heard by the court.  Must multi-task, and must retain numerous details of 
task processes that regularly change due to modifications in the law and/or policy.  
Continually guards against giving legal advice while assisting with providing information 
on court cases and processes. 

• Performs a variety of complex administrative and/or technical duties involving 
interwoven data entry tasks, entering critical data into the statewide database system, 
and attaching paperwork to files in preparation and response to court hearings, interim 
and final court orders, and all manner of paperwork generated to process the caseload 
for the assigned resident judge and out of county judges.   
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• File stamps documents to show an official date that determines whether matters meet 
statutory time limits therefore permitting them to be heard, when they are to be heard, 
if an appeal will be considered, etc.  Schedules court hearings.  Does required data entry 
for official record, including entering Event details as part of the case’s permanent 
record.  Distributes paperwork to counsel and parties.  Performs a variety of clerical 
court related duties.   

• Performs a wide variety of complex and diverse duties in and out of court requiring 
independent judgment and a full scope of legal terminology and court procedures.  
Processes time sensitive legal matters. Properly routes files to other judges or staff as 
needed according to the type of file and the type of process needed at that particular 
time of case progression for that particular file.   

• Assists customers in person, by phone, email, fax and mail.  Liaison with public, 
attorneys, law enforcement, and other departments both within and outside Bonner 
County in all court operational matters.  Judges have some out of county caseload so 
the judicial assistant coordinates with other courts on some limited tasks.  This position 
directly represents the court so must perform all duties in an honest and ethical 
manner.  

• Provides new and on-going training to in court clerks who may replace the judicial 
assistant when out of court to process workload, on vacation, or sick.  Answers 
questions and clarifies procedure for other support staff.  

• Communicates with bailiffs, prison staff and jail staff over prisoner transport, security 
concerns, etc.  Coordinates workload with judge’s law clerk, court reporter, and extern, 
if any.  

• Provide a respectful environment for the timely administration of justice.   Maintain 
confidentiality when handling sensitive matters.  Acts with appropriate discretion. 
Performs other court related tasks as required.   

 
 
SECONDARY FUNCTIONS 

• Accountable for submitting monthly pay and travel information to the Supreme Court 
for the judge.   

• Supervisors, Director, or Elected Clerk. Assures cases are moving forward in a timely 
fashion by monitoring weekly and monthly reports. 

• Collaborates with the Director to establish efficient work processes between judges’ 
offices and the clerk’s office. 

• Performs additional tasks as outlined by Supervisors, Director, or Elected Clerk. The 
director 

 
JOB SPECIFICATIONS 

 
• High school diploma or general education degree (GED). 
• Four (4) years court-related experience, two of those as a deputy court clerk II and/or 

float clerk court clerk III required or equivalent combination of education and 
experience. 

• Advanced secretarial executive assistant practices and procedures such as the ability 
High skills required. Ability to read, comprehend, interpret and follow complex oral and 
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written instructions, ability to prepare documents, business correspondence, business 
memos, publications and information pursuant to the law and Idaho Court Rules, safety 
rules, court and county policies and procedures. 

• Working knowledge of legal terminology, formats and processes is preferred.   
• Proficient at drafting original orders, judgments, correspondence and memos and a 

working knowledge of good grammar, spelling, proofreading, composition and 
pleading/document formats, to obtain obtaining a professionally finished product.   

• Must be able to communicate orally and in writing in a logical and concise manner.   
• Ability to professionally handle confidential materials and information.  
• Ability to effectively present and receive information in one-on-one and large group 

situations (jury pools, courtroom audiences and participants consisting of 1-100 
persons).   

• Professional oral and written communication skills.  Ability to hear, speak, type and 
write legibly in English.    

• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 
variables in situations where only limited standardization exists; to interpret, identify, 
assess, or diagnose a variety of instructions or information furnished in written, oral, 
diagram, or schedule form and plan approaches that respond to problems or challenges; 
to adapt or modify existing systems, procedures, or methods to new situations; to find 
alternative solutions by weighing alternatives and developing action plans; to prioritize 
work and research information to complete work independently; to multi-task duties.  

• Interruptions are frequent, expected and routine.  Must adapt to evolving work tasks 
and environment. 

• Expected to exercise logical and creative thought processes to develop solutions to 
varying work situations lacking immediate supervision. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 
 
While performing the duties of this job, the employee is frequently required to stand; walk; sit 
for extended periods of time in court; use hands to keyboard, handle or manipulate tools used 
in performing the job and reach with hands and arms.  The employee must occasionally lift 
and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. 
Ability to hear delayed playback on recording systems to assure court hearings are being 
recorded for transcription. Must have the ability to work quickly and accurately, maintaining 
efficiency while working under time pressure and deadlines. The noise level in the work 
environment is moderate.  There are daily exchanges with co-workers, many of whom regularly 
need the secretary’s services between court sessions while she must also respond on these 
limited breaks from court to the public, attorneys, law enforcement, other agencies and 
departments who are also accessing services by phone, mail, email, fax, in person, or via 
interoffice mail.  Must be prepared to remain in court for extended periods of time. While 
performing the duties of this job, the employee is regularly exposed to germs, bacteria, and 
virus through contact with the public.  They are also working with high-risk individuals (i.e. 
current or former felons and mentally unstable persons) and hazardous materials in the form of 
exhibits such as caustic chemicals, weapons, items with blood, etc. Many exhibits arrive 
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packaged to limit exposure.  Commonly in court for extended periods of time with incarcerated 
individuals with hygiene and behavior issues.   
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: SUPERVISOR, CLERK CRIMINAL 
 

Department:   Courthouse 
Supervisor:     Director, Court Operations 
Supervision Exercised:  Yes 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
SUMMARY  
 
Provides a variety of professional office management assistance to the Bonner County courts as well 
as assisting the Director.  Responsible for performing a variety of advanced professional level duties 
and functions.  Work involves clerical, financial, payroll and system administration for the courts.  
Assists the Director with various duties to ensure the efficient and effective operation of the courts.  
Works independently in achieving duties with minimal supervision.  Oversees and assists with the 
processing of confidential documentation.  
  
Work involves a variety of recurring situations with occasional variances from the norm where 
regular judgment is required to apply standard practices and decision-making within clearly defined 
parameters.  Work requires an excellent knowledge of the field.  Work requires moderate 
complexity.  Plans and performs a wide variety of duties requiring knowledge of state criminal 
statutes and rules as well as local policies and procedures within areas of responsibility.  Supervises 
all staff with regard to criminal processes and procedures and regularly communicates with others 
throughout the county, and members of the public.  Work has a distinct impact on the operations of 
the courts.  Work is typically performed in an office environment with regular stress due to 
deadlines and workload.  
  
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Supervises court clerk IIs, court clerk IIIs, and judicial assistants in the daily processing of 
criminal matters.  

• Coordinates with the Sheriff’s and Prosecutor’s offices in the timely processing of all criminal 
matters involving in custody defendants, warrants and bonds.  

• Oversees the preparation of all Idaho Supreme Court, District Court, and Magistrate Criminal 
Appeals. Performs all Idaho Supreme Court supervisory functions related to appeals.  

• Provides training in all matters criminal for all new staff and provides on-going training as 
needed.  

• Coordinates and oversees the timely processing of all criminal efilings and assures they are 
accepted into the court system within established parameters as directed by the Idaho 
Supreme Court.  
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• Coordinates and monitors the timely routing of all criminal filings to judges, staff attorneys, 
judicial assistants, and clerks.  

• Coordinates and monitors the daily processing of court-signed documentation to adhere to 
established practices and procedures.  

• Prepares complex criminal documents, which include, but are not limited to Arrest Warrants, 
Bench Warrants, Summons, No Contact Orders, and Affidavits of Failure to Appear.  
Processes and tracks confidential documents such as Search Warrants.  

• Oversees the processing of all sealed documentation.  
• Monitors the daily processing of all criminal and criminal-related cases, including felonies, 

misdemeanors, juvenile petitions, infractions, and BAC cases.  
• Oversees the scheduling of felony-first appearances, arraignments, pretrial conferences, jury 

trials, misdemeanor court trials, and infraction court trials.  
• Oversees the timely processing of bonds, bond forfeitures, and certificates of surrender.  
• Processes changes of venue out-of-county within or outside the First District.  
• Performs monthly review of pending cases to assure cases are progressing within the 

parameters outlined by state statutes and rules.  Communicates with the Prosecutor’s office, 
as needed.  

• Monitors staff work queues to ensure the timely processing of all criminal-related 
documentation within accepted local practices and procedures and the Idaho Supreme 
Court.  Provides guidance to staff, as needed. Ensures the timely, daily processing of all high 
priority processes such as search warrants, bond postings, and issuing arrest warrants in 
high-profile cases.    

• Monitors and ensures the collection of all necessary documentation necessary for the 
preparation of cases for court, within the scope of the courts responsibility.   

• Reviews a variety of case reports to monitor cases for proper process completion and 
accuracy. Works with criminal staff to correct errors and provide on the spot training, if 
necessary.    

• Oversees the Records Team Leader to ensure the timely processing of all criminal public 
records requests, and the destruction of criminal court documents as outlined by state 
statutes and rules.  

• Establish training programs for new and existing criminal staff.  Train staff in good customer 
service practices, including how to resolve grievances. Intervenes with customers as 
necessary.    

• Coordinates with the Director to perform administrative functions, such as reviewing, 
approving, and tracking time off requests. Approves and tracks overtime, as needed.  

• Conducts weekly staff meetings with criminal clerks, court clerk III’s and District Court 
judicial assistants for on-going training, discuss process or customer service issues that have 
arisen during the week, address questions or concerns regarding processes between 
departments, and to update staff on any changes in practices and procedures requested by 
judges, the Idaho Supreme Court and/or local changes.  

• Issues annual and interim staff evaluations. Participates in face-to-face evaluations of 
criminal staff with the Director.  Performs final review of those evaluations with the Director 
and makes recommendations to improve individual performance, and/or to determine any 
disciplinary actions.      
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• Coordinates and participates in the recruitment and selection of new employees. Conducts 
interviews and evaluates job applicants with the Director and makes appropriate 
recommendations.    

• Develops and coordinates with the Director, Judges and the Idaho Supreme Court, practices 
and procedures to ensure criminal cases are processed efficiently and in accordance with 
state criminal rules and statutes, including re-evaluation of existing practices and 
procedures, as necessary.  Performs an annual review of changes made to the rules and/or 
statutes by the Idaho State Legislature, to determine the direct impact on current court 
processes.  Train staff and oversee the implementation of those changes.  

 
SECONDARY FUNCTIONS 

 
• Performs various other court operation duties, as needed, in the Director’s absence.  
• Assists with election operations, as directed by the Elected Clerk.  
• Provide backup to all criminal staff, as needed.  
• Perform any other duties as directed by the Director.  
• May assist the court by performing in-court clerk duties, as needed.  

 
JOB SPECIFICATIONS 

 
• High School diploma or general education degree (GED); four (4) years court-related work 

experience, one (1) year of that as a Court Clerk II, III or Judicial Assistant; or equivalent 
combination of education and experience.  Office related experience preferred.   

• When available, must attend Idaho Institute of Court Management (IICM) and participate in 
webinars provided by the Idaho Supreme Court. 

• Ability to work independently. 
• Ability to learn quickly and adapt to change; able to project that change positively to staff 

and judges.  Ability to listen to the desires/wants of judges and when necessary, move them 
toward a solution that works best for the overall court process without sacrificing the desire 
of the judge.  Willingness to let go of processes/ideas when they conflict with judges and 
work to make the judge’s desires to work as efficiently as possible. 

• Requires high language skills, such as, ability to read, analyze and interpret complex oral and 
written instructions, manuals, publications and information, as well as the Idaho Code, 
County and City Codes and Idaho Court Rules, Clerk Quick Guides, safety rules and court and 
County/City policies and procedures, short correspondence and memos.  Ability to write 
business correspondence and memos in a professional manner.  Ability to effectively present 
information and respond articulately to questions in one-on-one and in small group 
situations in a professional manner.  Ability to hear, speak, read and write neatly and legibly 
in English. 

• Knowledge of criminal court procedures, the court and judicial system, and related 
knowledge required as this position has a distinct and noticeable impact on others within the 
department, outside the department as well as members of the public, outside agencies and 
the overall operations of our court system.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 

variables in situations where only limited standardization exists; to interpret, identify, assess, 
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or diagnose a variety of instructions or information furnished in written, oral, diagram, or 
schedule form and plan approaches that respond to problems or challenges; to adapt or 
modify existing systems, procedures, or methods to new situations; to find alternative 
solutions by weighing alternatives and developing action plans; to prioritize work and 
research information to complete work independently; to multi-task duties.   

• Because of the skills and knowledge necessary to perform the duties, this position must 
provide training, education, guidance, as well as assistance to the subordinate positions 
engaged in criminal processes. Reviews the work of subordinates to determine areas 
requiring further training and the development of their skill set.  

• Ability to use appropriate discretion in handling confidential matters and materials and in 
maintaining their confidentiality. 

• Skillful operation of standard office equipment and electronic recording devices. Ability to 
type proficient at or about (50) WPM.  Ability to use neat and legible handwriting. Must 
possess good file maintenance skills. 

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

• Must possess good organizational skills as needed to efficiently prioritize daily activities.  
Ability to multi-task and maintain composure with a number of incoming telephone lines, 
high volume walk-in customer traffic, and the occasional angry customer.  

• Must possess good telephone conversational skills so as to portray confidence and 
professionalism to callers. 

• Ability to maintain effective working relationships with judges, elected officials, other 
employees, attorneys, law agencies and the general public. Ability to develop and maintain 
harmonious working relationships with others, both inside and outside the organization. 

• Position requires the use of proprietary software as well as using the 365 to draft 
professional correspondence and to develop spreadsheets as needed. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the job, 
either with or without reasonable accommodation. Requires continual communication (hearing and 
talking, both in person and over the telephone); frequent fingering, grasping, walking, and repetitive 
motions. Requires good general vision. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of my 
position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: COORDINATOR SUPERVISOR, CLERK CRIMINAL 
 

Department:   Courthouse 
Supervisor:     Director, Court Operations 
Supervision Exercised:  Yes 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
Provides a variety of professional office management assistance to the Bonner County courts as 
well as assisting the Director.  Responsible for performing a variety of advanced professional 
level duties and functions.  Work involves clerical, financial, payroll and system administration 
for the courts.  Assists the Director with various duties to ensure the efficient and effective 
operation of the courts.  Works independently in achieving duties with minimal supervision.  
Oversees and assists with the processing of confidential documentation.  
  
Work involves a variety of recurring situations with occasional variances from the norm where 
regular judgment is required to apply standard practices and decision-making within clearly 
defined parameters.  Work requires an excellent knowledge of the field.  Work requires 
moderate complexity.  Plans and performs a wide variety of duties requiring knowledge of state 
criminal statutes and rules as well as local policies and procedures within areas of 
responsibility.  Supervises all staff with regard to criminal processes and procedures and 
regularly communicates with others throughout the county, and members of the public.  Work 
has a distinct impact on the operations of the courts.  Work is typically performed in an office 
environment with regular stress due to deadlines and workload.  
  
Supervises staff in the Criminal Department.  Trains staff in criminal case processing and 
provides on-going training as criminal rules and statutes change. Conducts weekly 
departmental meetings.  Assigns and monitors workload of department staff and ensures that 
all processes are functioning properly, including the flow of work between departments.  
Ensures work is completed accurately and in a timely fashion.  Provides guidance and problem-
solving for customers and staff. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Supervises court clerk IIs, court clerk IIIs, and judicial assistants in the daily processing of 
criminal matters.  

• Coordinates with the Sheriff’s and Prosecutor’s offices in the timely processing of all 
criminal matters involving in custody defendants, warrants and bonds.  
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• Oversees the preparation of all Idaho Supreme Court, District Court, and Magistrate 
Criminal Appeals. Performs all Idaho Supreme Court supervisory functions related to 
appeals.  

• Provides training in all matters criminal for all new staff and provides on-going training 
as needed.  

• Coordinates and oversees the timely processing of all criminal efilings and assures they 
are accepted into the court system within established parameters as directed by the 
Idaho Supreme Court.  

• Coordinates and monitors the timely routing of all criminal filings to judges, staff 
attorneys, judicial assistants, and clerks.  

• Coordinates and monitors the daily processing of court-signed documentation to adhere 
to established practices and procedures.  

• Prepares complex criminal documents, which include, but are not limited to Arrest 
Warrants, Bench Warrants, Summons, No Contact Orders, and Affidavits of Failure to 
Appear.  Processes and tracks confidential documents such as Search Warrants.  

• Oversees the processing of all sealed documentation.  
• Monitors the daily processing of all criminal and criminal-related cases, including 

felonies, misdemeanors, juvenile petitions, infractions, and BAC cases.  
• Oversees the scheduling of felony-first appearances, arraignments, pretrial conferences, 

jury trials, misdemeanor court trials, and infraction court trials.  
• Oversees the timely processing of bonds, bond forfeitures, and certificates of surrender.  
• Processes changes of venue out-of-county within or outside the First District.  
• Performs monthly review of pending cases to assure cases are progressing within the 

parameters outlined by state statutes and rules.  Communicates with the Prosecutor’s 
office, as needed.  

• Monitors staff work queues to ensure the timely processing of all criminal-related 
documentation within accepted local practices and procedures and the Idaho Supreme 
Court.  Provides guidance to staff, as needed. Ensures the timely, daily processing of all 
high priority processes such as search warrants, bond postings, and issuing arrest 
warrants in high-profile cases.    

• Monitors and ensures the collection of all necessary documentation necessary for the 
preparation of cases for court, within the scope of the courts responsibility.   

• Reviews a variety of case reports to monitor cases for proper process completion and 
accuracy. Works with criminal staff to correct errors and provide on the spot training, if 
necessary.    

• Oversees the Records Team Leader to ensure the timely processing of all criminal public 
records requests, and the destruction of criminal court documents as outlined by state 
statutes and rules.  

• Establish training programs for new and existing criminal staff.  Train staff in good 
customer service practices, including how to resolve grievances. Intervenes with 
customers as necessary.    

• Coordinates with the Director to perform administrative functions, such as reviewing, 
approving, and tracking time off requests. Approves and tracks overtime, as needed.  

• Conducts weekly staff meetings with criminal clerks, court clerk III’s and District Court 
judicial assistants for on-going training, discuss process or customer service issues that 
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have arisen during the week, address questions or concerns regarding processes 
between departments, and to update staff on any changes in practices and procedures 
requested by judges, the Idaho Supreme Court and/or local changes.  

• Issues annual and interim staff evaluations. Participates in face-to-face evaluations of 
criminal staff with the Director.  Performs final review of those evaluations with the 
Director and makes recommendations to improve individual performance, and/or to 
determine any disciplinary actions.      

• Coordinates and participates in the recruitment and selection of new employees. 
Conducts interviews and evaluates job applicants with the Director and makes 
appropriate recommendations.    

• Develops and coordinates with the Director, Judges and the Idaho Supreme Court, 
practices and procedures to ensure criminal cases are processed efficiently and in 
accordance with state criminal rules and statutes, including re-evaluation of existing 
practices and procedures, as necessary.  Performs an annual review of changes made to 
the rules and/or statutes by the Idaho State Legislature, to determine the direct impact 
on current court processes.  Train staff and oversee the implementation of those 
changes.  

• Backs up the Accounting Specialist in processing the daily bank deposit and payroll, as 
necessary.  

•  Monitor the daily processing of all criminal cases, including infractions, misdemeanors, 
felonies and juveniles.  Determine the priority of incoming work from all law 
enforcement agencies within Bonner County, the prosecutor, public defender, private 
attorneys and self-represented litigants, and distribute it to criminal staff for processing.  
Monitor work queues to ensure the timely processing of all criminal-related work.  
Provide guidance to staff, as needed, and work with law enforcement to rectify issues 
that arise as a result of discrepancies in citations.  Ensure the timely, daily processing of 
all high priority criminal processes such as warrants and bonds, and all paperwork 
associated with an individual's release from custody.  Monitor and ensure the collection 
of all necessary documentation necessary for the preparation of cases for court, within 
the scope of the courts responsibility. Review a variety of case reports to monitor cases 
for proper process completion and accuracy. Work with criminal staff to correct errors 
and provide on the spot training, if necessary.  Monitor and ensure the timely 
processing of all criminal records requests. 

• Establish training programs for new and existing criminal staff.  Train staff in good 
customer service practices, including how to resolve grievances; intervene with 
customers as necessary.  Resolve day-to-day staff-related grievances.  Review, approve 
and track time off and overtime requests. Issue annual and interim evaluations, review 
those evaluations with the Director, make recommendations to improve individual 
performance, and/or to determine any disciplinary actions.  Participate in face-to-face 
evaluations with the Director.  Participate in the interviewing process with the Director 
and make recommendations for the final selection. 

• Develop and coordinate with the Director, Judges and the Idaho Supreme Court, 
practices and procedures to ensure criminal cases are processed efficiently and in 
accordance with state criminal rules and statutes, including re-evaluation of existing 
practices and procedures, as necessary.  Perform an annual review of changes made to 
the rules and/or statutes by the Idaho State Legislature, to determine the direct impact 
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on current court processes.  Train staff and oversee the implementation of those 
changes. 

• Perform all ID Supreme Court Supervisory functions as follows: Process all failures to 
appear.  Monitor cases for adherence to speedy trial dates.  Oversee the processing of 
criminal appeals to the Idaho Supreme Court and work with the Civil Supervisor in 
tracking those appeals.  Process and track all search warrants. Process Odyssey 
Navigator administrative functions, such as party updates and merges, juvenile 
expungements, bond forfeitures, and any other administrative function as directed by 
the Director. 

 
SECONDARY FUNCTIONS 

 
• Performs various other court operation duties, as needed, in the Director’s absence.  
• Assists with election operations, as directed by the Elected Clerk.  
• Provide backup to all criminal staff, as needed.  
• Perform any other duties as directed by the Director.  
• May assist the court by performing in-court clerk duties, as needed.  
• In the Director’s absence:  Communicate and work with the ID Supreme Court, as 

necessary to rectify issues related to equipment failures and/or software issues. 
• Provide backup to Accounting Specialist in processing tax intercepts, cash bonds and 

processing daily till reconciliation, deposit and payroll 
• Provide backup to the Civil Supervisor in her absence. 
• Perform duties to assist with election operations, as directed by the Elected Clerk. 
• Provide backup to all criminal staff, as necessary. 
• Perform any duties as directed by the Director. 

 
JOB SPECIFICATIONS 

 
• High School diploma or general education degree (GED); four (4) years court-related 

work experience, one (1) year of that as a Court Clerk II, III or Judicial Assistant; or 
equivalent combination of education and experience.  Office related experience 
preferred.   

• When available, must attend Idaho Institute of Court Management (IICM) and 
participate in webinars provided by the Idaho Supreme Court. 

• Ability to work independently. 
• Ability to learn quickly and adapt to change; able to project that change positively to 

staff and judges.  Ability to listen to the desires/wants of judges and when necessary, 
move them toward a solution that works best for the overall court process without 
sacrificing the desire of the judge.  Willingness to let go of processes/ideas when they 
conflict with judges and work to make the judge’s desires to work as efficiently as 
possible. 

• Requires high language skills, such as, ability to read, analyze and interpret complex oral 
and written instructions, manuals, publications and information, as well as the Idaho 
Code, County and City Codes and Idaho Court Rules, Clerk Quick Guides, safety rules and 
court and County/City policies and procedures, short correspondence and memos.  
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Ability to write business correspondence and memos in a professional manner.  Ability 
to effectively present information and respond articulately to questions in one-on-one 
and in small group situations in a professional manner.  Ability to hear, speak, read and 
write neatly and legibly in English. 

• Knowledge of criminal court procedures, the court and judicial system, and related 
knowledge required as this position has a distinct and noticeable impact on others 
within the department, outside the department as well as members of the public, 
outside agencies and the overall operations of our court system.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Ability to solve practical problems requiring reasoning to deal with a variety of concrete 

variables in situations where only limited standardization exists; to interpret, identify, 
assess, or diagnose a variety of instructions or information furnished in written, oral, 
diagram, or schedule form and plan approaches that respond to problems or challenges; 
to adapt or modify existing systems, procedures, or methods to new situations; to find 
alternative solutions by weighing alternatives and developing action plans; to prioritize 
work and research information to complete work independently; to multi-task duties.   

• Because of the skills and knowledge necessary to perform the duties, this position must 
provide training, education, guidance, as well as assistance to the subordinate positions 
engaged in criminal processes. Reviews the work of subordinates to determine areas 
requiring further training and the development of their skill set.  

• Ability to use appropriate discretion in handling confidential matters and materials and 
in maintaining their confidentiality. 

• Skillful operation of standard office equipment and electronic recording devices. Ability 
to type proficient at or about (50) WPM.  Ability to use neat and legible handwriting. 
Must possess good file maintenance skills. 

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

• Must possess good organizational skills as needed to efficiently prioritize daily activities.  
Ability to multi-task and maintain composure with a number of incoming telephone 
lines, high volume walk-in customer traffic, and the occasional angry customer.  

• Must possess good telephone conversational skills so as to portray confidence and 
professionalism to callers. 

• Ability to maintain effective working relationships with judges, elected officials, other 
employees, attorneys, law agencies and the general public. Ability to develop and 
maintain harmonious working relationships with others, both inside and outside the 
organization. 

• Position requires the use of proprietary software as well as using the Microsoft Office 
Suite of software products 365 to draft professional correspondence and to develop 
spreadsheets as needed. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual communication 
(hearing and talking, both in person and over the telephone); frequent fingering, grasping, 
walking, and repetitive motions. Requires good general vision. 
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Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: SUPERVISOR, CLERK-CIVIL 
 

Department:   Courthouse 
Supervisor:     Director, Court Operations 
Supervision Exercised:  Yes 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
SUMMARY  
 
Provides a variety of professional office management assistance to the Bonner County courts as 
well as assisting the Director.  Responsible for performing a variety of advanced professional 
level duties and functions.  Work involves clerical, financial, payroll and system administration 
for the courts.  Assists the Director with various duties to ensure the efficient and effective 
operation of the courts.  Works independently in achieving duties with minimal supervision.  
Oversees and assists with the processing of confidential documentation.  
 
Work involves a variety of recurring situations with occasional variances from the norm where 
regular judgment is required to apply standard practices and decision-making within clearly 
defined parameters.  Work requires an excellent knowledge of the field.  Work requires 
moderate complexity.  Plans and performs a wide variety of duties requiring knowledge of state 
civil statutes and rules as well as local policies and procedures within areas of responsibility.  
Supervises all staff with regard to civil processes and procedures and regularly communicates 
with others throughout the county, and members of the public.  Work has a distinct impact on 
the operations of the courts.  Work is typically performed in an office environment with regular 
stress due to deadlines and workload.  
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Supervises Court Clerk IIs, Court Clerk IIIs, and Judicial Assistants in the daily processing 
of civil matters.  

• Oversees the preparation of all Idaho Supreme Court, District Court, and Magistrate 
Appeals. Performs all Idaho Supreme Court supervisory functions related to appeals.   

• Provides civil training for all new staff and provides on-going training as needed.  
• Coordinates with staff attorneys in addressing legal issues that may arise as filings are 

received and/or rejected.  
• Monitors the daily processing of all civil cases, including, but not limited to District and 

Magistrate Court Civil, Foreign Judgments, Family Law, Probate, 
Guardian/Conservatorship, Civil Commitments, Civil Protection, Child Protection, 
Evictions, Name Changes, Small Claims and Appeals.  

• Issues Foreign Subpoenas.  
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• Monitors staff work queues to ensure the timely processing of all civil-related work.  
Provide guidance to staff, as needed. Ensure the timely processing of all high priority 
cases such as child protection, civil protection, unlawful detainers, and civil 
commitments.  Monitors and ensures the collection of all necessary documentation 
necessary for the preparation of cases for court, within the scope of the courts 
responsibility.   

• Reviews a variety of case reports to monitor cases for proper process completion and 
accuracy. Work with civil staff to correct errors and provide on the spot training, if 
necessary.   

• Coordinates and monitors the timely processing of all civil efilings and assures they are 
accepted into the court system within established parameters as directed by the Idaho 
Supreme Court.  

• Coordinates and monitors the timely routing of all civil filings to judges, staff attorneys, 
judicial assistants, and clerks.  

• Coordinates and monitors the daily processing of court-signed documentation to adhere 
to established practices and procedures.  

• Coordinates and monitors the scheduling of expedited eviction hearings, name change 
hearings, and small claims trials.  

• Performs monthly review of pending cases in order to monitor and maintain acceptable 
case time standards as outlined by the Idaho Supreme Court.  Preparation of Notices 
and Orders to dismiss cases for inactivity.  

• Coordinates and monitors a monthly review of Guardian/Conservatorship cases to 
ensure timely filing of ordered status and accounting reports.  Prepares Delinquency 
Notices and schedules hearings, as needed.  Tracks the review of filed reports by the 
First District Guardianship Coordinator and the Idaho State Auditor.  

• Prepares complex civil documents, which include, but are not limited to Civil Protection 
Orders, initial Child Protection Orders and Notices, Civil Commitment Orders and 
Notices.    

• Oversees the processing of all sealed documentation.  
• Oversees the Records Team Leader to ensure the timely processing of all civil public 

records requests, and the destruction of civil court documents as outlined by state 
statutes and rules.  

• Establishes training programs for new and existing civil staff.  Trains staff in good 
customer service practices, including how to resolve grievances. Intervenes with 
customers as necessary.    

• Coordinates with local judges and the Idaho State Bar in the processing of all Pro Hac 
Vice requests.     

• Coordinates with the Director to perform administrative functions, such as reviewing, 
approving, and tracking time off requests. Approves and tracks overtime, as needed.  

• Conducts weekly staff meetings with civil clerks, court clerk IIIs, and Magistrate Court 
judicial assistants for on-going training, discuss process or customer service issues that 
have arisen during the week, address questions or concerns regarding processes 
between departments, and to update staff on any changes in practices and procedures 
requested by judges, the Idaho Supreme Court and/or local changes.  

• Issues annual and interim staff evaluations. Participates in face-to-face evaluations of 
civil staff with the Director.  Performs final review of those evaluations with the Director 
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and makes recommendations to improve individual performance, and/or to determine 
any disciplinary actions.      

• Coordinates and participates in the recruitment and selection of new employees. 
Conducts interviews and evaluates job applicants with the Director and makes 
appropriate recommendations.    

• Develops and coordinates with the Director, Judges and the Idaho Supreme Court, 
practices and procedures to ensure civil cases are processed efficiently and in 
accordance with state civil rules and statutes, including re-evaluation of existing 
practices and procedures, as necessary.  Performs an annual review of changes made to 
the rules and/or statutes by the Idaho State Legislature, to determine the direct impact 
on current court processes.  Train staff and oversee the implementation of those 
changes.  

• Backs up the Accounting Specialist in processing the daily bank deposit and payroll, as 
necessary.  

 
SECONDARY FUNCTIONS 

 
• Performs duties to assist with election operations, as directed by the Elected Clerk.  
• Provide backup to all civil staff, as necessary.  
• Performs various other duties, as needed, in the Director’s absence related to court 

operations.  
• Perform any other duties as directed by the Director or the Elected Clerk.  

 
JOB SPECIFICATIONS 

 
• High School diploma or general education degree (GED); four (4) years court-related 

work experience, one (1) year experience as a Court Clerk II, III or Judicial Assistant; or 
equivalent combination of education and experience.  Office-related experience 
preferred.   

• When available, must attend Idaho Institute of Court Management (IICM) and 
participate in webinars provided by the Idaho Supreme Court. 

• Ability to work independently. 
• Ability to learn quickly and adapt to change; able to project that change positively to 

staff and judges.  Ability to listen to the desires/wants of judges and when necessary, 
move them toward a solution that works best for the overall court process without 
sacrificing the desire of the judge.  Willingness to let go of processes/ideas when they 
conflict with judges and work to make the judge’s desires to work as efficiently as 
possible. 

• Requires high language skills, such as, ability to read, analyze and interpret complex oral 
and written instructions, manuals, publications and information, as well as the Idaho 
Code, County and City Codes and Idaho Court Rules, Clerk Quick Guides, safety rules and 
court and County/City policies and procedures, short correspondence and memos.  
Ability to write business correspondence and memos in a professional manner.  Ability 
to effectively present information and respond articulately to questions in one-on-one 
and in small group situations in a professional manner.  Ability to hear, speak, read and 
write neatly and legibly in English. 
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• Knowledge of  civil court procedures, the court and judicial system, and related 
knowledge required as this position has a distinct and noticeable impact on others 
within the department, outside the department as well as members of the public, 
outside agencies and the overall operations of our court system.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Because of the skills and knowledge necessary to perform the duties, this position must 

provide training, education, guidance, as well as assistance to the subordinate positions 
engaged in civil processes. Reviews the work of subordinates to determine areas 
requiring further training and the development of their skill set.  

• Ability to use appropriate discretion in handling confidential matters and materials and 
in maintaining their confidentiality. 

• Skillful operation of standard office equipment and electronic recording devices. Ability 
to type proficiently at or about (50) WPM.  Ability to use neat and legible handwriting. 
Must possess good file maintenance skills. 

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

• Must possess good organizational skills as needed to efficiently prioritize daily activities.  
Ability to multi-task and maintain composure with a number of incoming telephone 
lines, high volume walk-in customer traffic, and the occasional angry customer.  

• Must possess good telephone conversational skills so as to portray confidence and 
professionalism to callers. 

• Ability to maintain effective working relationships with judges, elected officials, other 
employees, attorneys, and the general public. Ability to develop and maintain 
harmonious working relationships with others, both inside and outside the organization. 

• Position requires the use of proprietary software as well as Microsoft 365 to draft 
professional correspondence and to develop spreadsheets as needed. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual communication 
(hearing and talking, both in person and over the telephone); frequent fingering, grasping, 
walking, and repetitive motions. Requires good general vision. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: SUPERVISOR COORDINATOR, CLERK-CIVIL 
 

Department:   Courthouse 
Supervisor:     Director, Court Operations 
Supervision Exercised:  Yes 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:    

 
 
SUMMARY  
 
Provides a variety of professional office management assistance to the Bonner County courts as 
well as assisting the Director.  Responsible for performing a variety of advanced professional 
level duties and functions.  Work involves clerical, financial, payroll and system administration 
for the courts.  Assists the Director with various duties to ensure the efficient and effective 
operation of the courts.  Works independently in achieving duties with minimal supervision.  
Oversees and assists with the processing of confidential documentation.  
 
Work involves a variety of recurring situations with occasional variances from the norm where 
regular judgment is required to apply standard practices and decision-making within clearly 
defined parameters.  Work requires an excellent knowledge of the field.  Work requires 
moderate complexity.  Plans and performs a wide variety of duties requiring knowledge of state 
civil statutes and rules as well as local policies and procedures within areas of responsibility.  
Supervises all staff with regard to civil processes and procedures and regularly communicates 
with others throughout the county, and members of the public.  Work has a distinct impact on 
the operations of the courts.  Work is typically performed in an office environment with regular 
stress due to deadlines and workload.  
 
Supervises staff in the Civil Department.  Trains staff in civil case processing and provides on-
going training as civil rules and statutes change. Conducts weekly departmental meetings.  
Assigns and monitors workload of department staff and ensures that all processes are 
functioning properly, including the flow of work between departments.  Ensures work is 
completed accurately and in a timely fashion.  Provides guidance and problem-solving for 
customers and staff. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Supervises Court Clerk IIs, Court Clerk IIIs, and Judicial Assistants in the daily processing 
of civil matters.  

• Oversees the preparation of all Idaho Supreme Court, District Court, and Magistrate 
Appeals. Performs all Idaho Supreme Court supervisory functions related to appeals.   
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• Provides civil training for all new staff and provides on-going training as needed.  
• Coordinates with staff attorneys in addressing legal issues that may arise as filings are 

received and/or rejected.  
• Monitors the daily processing of all civil cases, including, but not limited to District and 

Magistrate Court Civil, Foreign Judgments, Family Law, Probate, 
Guardian/Conservatorship, Civil Commitments, Civil Protection, Child Protection, 
Evictions, Name Changes, Small Claims and Appeals.  

• Issues Foreign Subpoenas.  
• Monitors staff work queues to ensure the timely processing of all civil-related work.  

Provide guidance to staff, as needed. Ensure the timely processing of all high priority 
cases such as child protection, civil protection, unlawful detainers, and civil 
commitments.  Monitors and ensures the collection of all necessary documentation 
necessary for the preparation of cases for court, within the scope of the courts 
responsibility.   

• Reviews a variety of case reports to monitor cases for proper process completion and 
accuracy. Work with civil staff to correct errors and provide on the spot training, if 
necessary.   

• Coordinates and monitors the timely processing of all civil efilings and assures they are 
accepted into the court system within established parameters as directed by the Idaho 
Supreme Court.  

• Coordinates and monitors the timely routing of all civil filings to judges, staff attorneys, 
judicial assistants, and clerks.  

• Coordinates and monitors the daily processing of court-signed documentation to adhere 
to established practices and procedures.  

• Coordinates and monitors the scheduling of expedited eviction hearings, name change 
hearings, and small claims trials.  

• Performs monthly review of pending cases in order to monitor and maintain acceptable 
case time standards as outlined by the Idaho Supreme Court.  Preparation of Notices 
and Orders to dismiss cases for inactivity.  

• Coordinates and monitors a monthly review of Guardian/Conservatorship cases to 
ensure timely filing of ordered status and accounting reports.  Prepares Delinquency 
Notices and schedules hearings, as needed.  Tracks the review of filed reports by the 
First District Guardianship Coordinator and the Idaho State Auditor.  

• Prepares complex civil documents, which include, but are not limited to Civil Protection 
Orders, initial Child Protection Orders and Notices, Civil Commitment Orders and 
Notices.    

• Oversees the processing of all sealed documentation.  
• Oversees the Records Team Leader to ensure the timely processing of all civil public 

records requests, and the destruction of civil court documents as outlined by state 
statutes and rules.  

• Establishes training programs for new and existing civil staff.  Trains staff in good 
customer service practices, including how to resolve grievances. Intervenes with 
customers as necessary.    

• Coordinates with local judges and the Idaho State Bar in the processing of all Pro Hac 
Vice requests.     
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• Coordinates with the Director to perform administrative functions, such as reviewing, 
approving, and tracking time off requests. Approves and tracks overtime, as needed.  

• Conducts weekly staff meetings with civil clerks, court clerk IIIs, and Magistrate Court 
judicial assistants for on-going training, discuss process or customer service issues that 
have arisen during the week, address questions or concerns regarding processes 
between departments, and to update staff on any changes in practices and procedures 
requested by judges, the Idaho Supreme Court and/or local changes.  

• Issues annual and interim staff evaluations. Participates in face-to-face evaluations of 
civil staff with the Director.  Performs final review of those evaluations with the Director 
and makes recommendations to improve individual performance, and/or to determine 
any disciplinary actions.      

• Coordinates and participates in the recruitment and selection of new employees. 
Conducts interviews and evaluates job applicants with the Director and makes 
appropriate recommendations.    

• Develops and coordinates with the Director, Judges and the Idaho Supreme Court, 
practices and procedures to ensure civil cases are processed efficiently and in 
accordance with state civil rules and statutes, including re-evaluation of existing 
practices and procedures, as necessary.  Performs an annual review of changes made to 
the rules and/or statutes by the Idaho State Legislature, to determine the direct impact 
on current court processes.  Train staff and oversee the implementation of those 
changes.  

• Backs up the Accounting Specialist in processing the daily bank deposit and payroll, as 
necessary.  

 
● Monitor the daily processing of all civil cases, including Civil, Family Law, Probate and 
Appeals.   Monitor work queues to ensure the timely processing of all civil-related work.  
Provide guidance to staff, as needed. Ensure the timely, daily processing of all high priority 
processes such as child protection, civil protection, unlawful detainers and civil commitments.  
Monitor and ensure the collection of all necessary documentation necessary for the 
preparation of cases for court, within the scope of the courts responsibility. Review a variety of 
case reports to monitor cases for proper process completion and accuracy. Work with civil staff 
to correct errors and provide on the spot training, if necessary.  Monitor and ensure the timely 
processing of all civil records requests. 
● Establish training programs for new and existing civil staff.  Train staff in good customer 
service practices, including how to resolve grievances; intervene with customers as necessary.  
Resolve day-to-day staff-related grievances.  Review, approve and track time off and overtime 
requests. Issue annual and interim evaluations, review those evaluations with the Director, 
make recommendations to improve individual performance, and/or to determine any 
disciplinary actions.  Participate in face-to-face evaluations with the Director.  Participate in the 
interviewing process with the Director and make recommendations for the final selection. 
● Develop and coordinate with the Director, Judges and the Idaho Supreme Court, 
practices and procedures to ensure civil cases are processed efficiently and in accordance with 
state civil rules and statutes, including re-evaluation of existing practices and procedures, as 
necessary.  Perform an annual review of changes made to the rules and/or statutes by the 
Idaho State Legislature, to determine the direct impact on current court processes.  Train staff 
and oversee the implementation of those changes. 
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● Perform all ID Supreme Court Supervisory functions as follows: Oversee the processing 
of civil appeals to the Idaho Supreme Court and work with the Criminal Supervisor in tracking 
those appeals.  Process Odyssey Navigator administrative functions, such as party updates and 
merges, and any other administrative function as directed by the Director. 
 
SECONDARY FUNCTIONS 

 
• Performs duties to assist with election operations, as directed by the Elected Clerk.  
• Provide backup to all civil staff, as necessary.  
• Performs various other duties, as needed, in the Director’s absence related to court 

operations.  
• Perform any other duties as directed by the Director or the Elected Clerk.  
• In the Director’s absence:  Communicate and work with the ID Supreme Court, as 

necessary to rectify issues related to equipment failures and/or software issues. 
• Provide backup to Accounting Specialist in processing daily till reconciliation, deposit 

and payroll 
• Provide backup to the Criminal Supervisor in her absence. 
• Perform duties to assist with election operations, as directed by the Elected Clerk. 
• Provide backup to all civil staff, as necessary. 
• Perform any duties as directed by the Director. 

 
JOB SPECIFICATIONS 

 
• High School diploma or general education degree (GED); four (4) years court-related 

work experience, one (1) year experience as a Court Clerk II, III or Judicial Assistant; or 
equivalent combination of education and experience.  Office-related experience 
preferred.   

• When available, must attend Idaho Institute of Court Management (IICM) and 
participate in webinars provided by the Idaho Supreme Court. 

• Ability to work independently. 
• Ability to learn quickly and adapt to change; able to project that change positively to 

staff and judges.  Ability to listen to the desires/wants of judges and when necessary, 
move them toward a solution that works best for the overall court process without 
sacrificing the desire of the judge.  Willingness to let go of processes/ideas when they 
conflict with judges and work to make the judge’s desires to work as efficiently as 
possible. 

• Requires high language skills, such as, ability to read, analyze and interpret complex oral 
and written instructions, manuals, publications and information, as well as the Idaho 
Code, County and City Codes and Idaho Court Rules, Clerk Quick Guides, safety rules and 
court and County/City policies and procedures, short correspondence and memos.  
Ability to write business correspondence and memos in a professional manner.  Ability 
to effectively present information and respond articulately to questions in one-on-one 
and in small group situations in a professional manner.  Ability to hear, speak, read and 
write neatly and legibly in English. 
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• Knowledge of  civil court procedures, the court and judicial system, and related 
knowledge required as this position has a distinct and noticeable impact on others 
within the department, outside the department as well as members of the public, 
outside agencies and the overall operations of our court system.   

• Working knowledge of legal terminology, formats, and processes is preferred.  
• Because of the skills and knowledge necessary to perform the duties, this position must 

provide training, education, guidance, as well as assistance to the subordinate positions 
engaged in criminal civil processes. Reviews the work of subordinates to determine 
areas requiring further training and the development of their skill set.  

• Ability to use appropriate discretion in handling confidential matters and materials and 
in maintaining their confidentiality. 

• Skillful operation of standard office equipment and electronic recording devices. Ability 
to type proficiently at or about (50) WPM.  Ability to use neat and legible handwriting. 
Must possess good file maintenance skills. 

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

• Must possess good organizational skills as needed to efficiently prioritize daily activities.  
Ability to multi-task and maintain composure with a number of incoming telephone 
lines, high volume walk-in customer traffic, and the occasional angry customer.  

• Must possess good telephone conversational skills so as to portray confidence and 
professionalism to callers. 

• Ability to maintain effective working relationships with judges, elected officials, other 
employees, attorneys, and the general public. Ability to develop and maintain 
harmonious working relationships with others, both inside and outside the organization. 

• Position requires the use of proprietary software as well as Microsoft 365 using the 
Microsoft Office Suite of software products to draft professional correspondence and to 
develop spreadsheets as needed. 

 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual communication 
(hearing and talking, both in person and over the telephone); frequent fingering, grasping, 
walking, and repetitive motions. Requires good general vision. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
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Please Print Name:          
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JOB TITLE: PLANNING TECHNICIAN 
 

Department:   Planning 
Supervisor:     Assistant Planning Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Performs a variety of technical duties related to land use planning and building location permit 
functions of the Bonner County Planning Department. 
 
The planning technician works under the general direction of the Assistant Planning Director. 
The responsibilities and tasks involved are repetitive in nature as well as moderately complex. 
In addition require significant attention to detail in relation to county ordinances and processes. 
Requirements include exercising independent judgment when making decisions considering 
planning and permitting. The ideal candidate will work independently from senior staff 
members and be receptive to input and oversight from supervisors and coworkers while 
performing duties as assigned. Involves regular communication with associates in the 
department and occasional communication with other departments inside the organization and 
other local, state and federal agencies. Involves regular contact with customers and applicants. 
Impact of errors is moderate, and is typically limited to department functions where most 
errors can be identified and corrected with little impact to end users. Potential for impact to 
the department and organization’s reputation is inherent in the contact with the public. Work 
generally occurs in a protected indoor environment, but may include exposure to weather and 
inclement conditions as incumbent conducts field visits. Does not typically require travel 
outside the local area, with the exception of occasional travel for training or public meetings. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Assists the staff planners with routine duties related to land use files, including 
scheduling pre-application conferences, receiving applications, routing blue-line and 
final plats for review, researching topics as directed for a variety of land use topics, using 
the internet, department maps, agency contacts and other sources and providing other 
general assistance to the planning director and staff. 

• Reviews and interprets a variety of land use maps, such as floodplain, wetlands, 
hydrology, zoning and comprehensive plan maps, under the supervision of staff 
planners. Provides parcel data, parcel maps and other details pertinent to land use to 
the public and staff. 
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• Calculates fees, accepts land use applications and conducts cursory reviews of 
applications for completeness. Assigns file numbers and forwards incoming applications 
to planning staff for file set-up and assignment to planners. Assists clerical staff in the 
maintenance of the land use file database and file system. 

• Provides accurate information to the public on zoning, development, subdivision, 
landscape, sign, drainage, grading and applicable standards, ordinances, and building 
codes. 

• Prepares and processes, reviews and approves building location permits as per the 
approval process. 

• Researches deeds and parcel information for planning and compliance staff using 
current Assessor’s Office, Recorder’s Office and Planning Department documents and 
databases. 

• Manages the building location permit database, including data input, query reports, and 
amendments to the database to address changes in the department permit processes. 
Responsible for ensuring that the 20,000+ record system is accurate and up to date, so 
that the system is not compromised by errors or omissions. 

• Responds to public inquiries regarding the land use application process. Aids planners in 
responding to customer inquiries regarding land use laws by researching parcel 
information and ordinances. 

• Refers individuals to proper department or agency for permits or additional information 
concerning development (e.g., Panhandle Health District, Assessor’s Office, Department 
of Environmental Quality, Department of Lands, Army Corps of Engineers, etc.) as 
necessary. 

• Performs various office and other duties as assigned, including answering telephones, 
assisting the public, taking minutes, etc. as needed. 

• Assists the public in completing building location permit or land use applications by 
directing them to general and technical information regarding site plans, floodplain, 
stormwater plans, application details, manufactured home rehabilitation, wetlands 
information, etc. 

• Regular attendance and ability to deal with the public and associated regular 
interruptions/stresses is an essential function of the position. 

• Review and process administratively approved land use files, such as: vacation rental 
permits, administrative variances, administrative exceptions, minor land divisions, etc. 

 
SECONDARY FUNCTIONS 

 
• Assists with the research and preparation of handouts, application documents, 

checklists, and other public and department information necessary or helpful for the 
operation of the Planning Department, as directed. 

• Performs clerical duties as assigned 
• Performs all other duties as assigned. 

 
 
JOB SPECIFICATIONS 
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• High school diploma or GED equivalent; Additional post-high school courses or training 
in planning or a related area helpful. 

• One year experience as permit or planning technician or comparable combination of 
experience and education in the building or planning industry. 

• Must pass a criminal history background check prior to hire. 
• Methods, procedures, objectives, and standard practices of County planning and zoning 

and application of development codes; 
• Methods and procedures for building location permit application and site plan 

processing, review, and analysis; 
• County and other applicable building, subdivision, zoning, maintenance, and other 

applicable ordinances and codes; 
• State code governing public meeting, hearing, and actions scheduling, posting, and 

advertising; 
• Operation of standard office equipment and a personal computer and job-related 

software applications for G Suites, word processing, spreadsheets, and other required 
applications; 

• Operation of specialized computer applications for mapping and land use research and 
planning; 

• Applicable deadlines; 
• Customer service procedures, techniques, and objectives; 
• English grammar and punctuation; 
• Current office practices and procedures; 
• Record keeping and filing practices and procedures; 
• Current office environment best practices and procedures. 
• Follow written and oral instructions; 
• Analyze issues, independently make decisions, and exercise good judgment in 

administrative management tasks; 
• Maintain complex records efficiently; 
• Perform office management functions; 
• Conduct research and analysis of special projects; 
• Establish and maintain effective working relationships with the public, applicants, 

supervisory personnel, local elected officials, representatives of other agencies, and 
other County employees; 

• Operate standard office equipment, including a personal computer using program 
applications appropriate to assigned duties; 

• Evaluate and analyze customer needs to provide exceptional customer service; 
• Communicate effectively orally, in writing, and using graphic presentations; 
• Perform time management and scheduling functions, meet deadlines, and set project 

priorities; 
• Perform a wide variety of duties and responsibilities with accuracy and speed under the 

pressure of time-sensitive deadlines; 
•  Perform multiple tasks simultaneously, including handling interruptions, and return to 

and complete tasks in a timely manner. 
• Current state driver’s license, with history of good driving record. 
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PHYSICAL ABILITIES & WORKING CONDITIONS 
 

Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual communication 
(hearing and talking); frequent fingering, grasping, walking, and repetitive motions. Requires 
good general vision. Occasional stress related to public demands and deadlines. Requires 
occasional travel outside the area for training or public meetings. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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JOB TITLE: PLANNING TECHNICIAN 
 

Department:   Planning 
Supervisor:     Assistant Planning Director 
Supervision Exercised:  None 
Exempt Status:  Hourly 
Benefits Eligibility Status:  Eligible 
BOCC Approval:   11/19/2024 

 
 
SUMMARY  
 
Performs a variety of technical duties related to land use planning and building location permit 
functions of the Bonner County Planning Department. Functions as a lead for training and 
performance of permit technicians. 
 
The planning technician works under the general direction of the Assistant Planning Director. 
The responsibilities and tasks involved are repetitive in nature as well as moderately complex. 
In addition require significant attention to detail in relation to county ordinances and processes. 
Requirements include exercising independent judgment when making decisions considering 
planning and permitting. The ideal candidate will work independently from senior staff 
members and be receptive to input and oversight from supervisors and coworkers while 
performing duties as assigned. Involves regular communication with associates in the 
department and occasional communication with other departments inside the organization and 
other local, state and federal agencies. Involves regular contact with customers and applicants. 
Impact of errors is moderate, and is typically limited to department functions where most 
errors can be identified and corrected with little impact to end users. Potential for impact to 
the department and organization’s reputation is inherent in the contact with the public. Work 
generally occurs in a protected indoor environment, but may include exposure to weather and 
inclement conditions as incumbent conducts field visits. Does not typically require travel 
outside the local area, with the exception of occasional travel for training or public meetings. 
 
ESSENTIAL FUNCTIONS 
 
The essential functions include, but are not limited to, the following duties and responsibilities 
which are not listed in any particular order of priority and may be amended or added to by the 
County at any time: 
 

• Serves as a lead, in a fast-paced office setting, coordinating schedules and otherwise 
directing and overseeing the work of permit technicians. 

• Assists the staff planners with routine duties related to land use files, including 
scheduling pre-application conferences, receiving applications, routing blue-line and 
final plats for review, researching topics as directed for a variety of land use topics, using 
the internet, department maps, agency contacts and other sources and providing other 
general assistance to the planning director and staff. 
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• Reviews and interprets a variety of land use maps, such as floodplain, wetlands, 
hydrology, zoning and comprehensive plan maps, under the supervision of staff 
planners. Provides parcel data, parcel maps and other details pertinent to land use to 
the public and staff. 

• Calculates fees, accepts land use applications and conducts cursory reviews of 
applications for completeness. Assigns file numbers and forwards incoming applications 
to planning staff for file set-up and assignment to planners. Assists clerical staff in the 
maintenance of the land use file database and file system. 

• Provides accurate information to the public on zoning, development, subdivision, 
landscape, sign, drainage, grading and applicable standards, ordinances, and building 
codes. 

• Prepares and processes, reviews and approves building location permits as per the 
approval process. 

• Researches deeds and parcel information for planning and compliance staff using 
current Assessor’s Office, Recorder’s Office and Planning Department documents and 
databases. 

• Manages the building location permit database, including data input, query reports, and 
amendments to the database to address changes in the department permit processes. 
Responsible for ensuring that the 20,000+ record system is accurate and up to date, so 
that the system is not compromised by errors or omissions. 

• Responds to public inquiries regarding the land use application process. Aids planners in 
responding to customer inquiries regarding land use laws by researching parcel 
information and ordinances. 

• Refers individuals to proper department or agency for permits or additional information 
concerning development (e.g., Panhandle Health District, Assessor’s Office, Department 
of Environmental Quality, Department of Lands, Army Corps of Engineers, etc.) as 
necessary. 

• Performs various office and other duties as assigned, including answering telephones, 
assisting the public, taking minutes, etc. as needed. 

• Cross-trains to assist Assists the public in completing building location permit or land use 
applications by directing them to general and technical information regarding site plans, 
floodplain, stormwater plans, application details, manufactured home rehabilitation, 
wetlands information, etc. 

• Regular attendance and ability to deal with the public and associated regular 
interruptions/stresses is an essential function of the position. 

• Review and process administratively approved land use files, such as: vacation rental 
permits, administrative variances, administrative exceptions, minor land divisions, etc. 

 
SECONDARY FUNCTIONS 

 
• Assists with the research and preparation of handouts, application documents, 

checklists, and other public and department information necessary or helpful for the 
operation of the Planning Department, as directed. 

• Performs clerical duties as assigned 
• Performs all other duties as assigned. 
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JOB SPECIFICATIONS 

 
• High school diploma or GED equivalent; Additional post-high school courses or training 

in planning or a related area helpful. 
• One year experience as permit or planning technician or comparable combination of 

experience and education in the building or planning industry. 
• Must pass a criminal history background check prior to hire. 
• Methods, procedures, objectives, and standard practices of County planning and zoning 

and application of development codes; 
• Methods and procedures for building location permit application and site plan 

processing, review, and analysis; 
• County and other applicable building, subdivision, zoning, maintenance, and other 

applicable ordinances and codes; 
• State code governing public meeting, hearing, and actions scheduling, posting, and 

advertising; 
• Operation of standard office equipment and a personal computer and job-related 

software applications for G Suites, word processing, spreadsheets, and other required 
applications; 

• Operation of specialized computer applications for mapping and land use research and 
planning; 

• Applicable deadlines; 
• Customer service procedures, techniques, and objectives; 
• English grammar and punctuation; 
• Current office practices and procedures; 
• Record keeping and filing practices and procedures; 
• Current office environment best practices and procedures. 
• Follow written and oral instructions; 
• Analyze issues, independently make decisions, and exercise good judgment in 

administrative management tasks; 
• Maintain complex records efficiently; 
• Perform office management functions; 
• Conduct research and analysis of special projects; 
• Establish and maintain effective working relationships with the public, applicants, 

supervisory personnel, local elected officials, representatives of other agencies, and 
other County employees; 

• Operate standard office equipment, including a personal computer using program 
applications appropriate to assigned duties; 

• Evaluate and analyze customer needs to provide exceptional customer service; 
• Communicate effectively orally, in writing, and using graphic presentations; 
• Perform time management and scheduling functions, meet deadlines, and set project 

priorities; 
• Perform a wide variety of duties and responsibilities with accuracy and speed under the 

pressure of time-sensitive deadlines; 

DRAFT



Bonner County Job Description   
Page 4 of 4     Revised on 10/23/2024 

•  Perform multiple tasks simultaneously, including handling interruptions, and return to 
and complete tasks in a timely manner. 

• Current state driver’s license, with history of good driving record. 
 
PHYSICAL ABILITIES & WORKING CONDITIONS 

 
Ability to perform those physical activities necessary to complete the essential functions of the 
job, either with or without reasonable accommodation. Requires continual communication 
(hearing and talking); frequent fingering, grasping, walking, and repetitive motions. Requires 
good general vision. Occasional stress related to public demands and deadlines. Requires 
occasional travel outside the area for training or public meetings. 
 
Disclaimer: This job description is not an employment agreement or contract, and management 
reserves the right to modify it when necessary. 
 
I have reviewed and agree this Job Description accurately reflects the current responsibilities of 
my position.  I also acknowledge that it will be placed in my Personnel File. 
 
 
Signature:          Date:      
 
 
Please Print Name:          
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