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Superior Court of California – County of Tulare

SUPPLEMENTAL APPLICATION FORM

Court Manager I


This supplemental application form is an examination.  All candidates are required to complete and return this supplemental application form with their application for this position.  The supplemental application form will be used to select the most highly qualified candidates who will then advance to the next step in the selection process. The questions that follow will be used to evaluate the extent to which a candidate has demonstrated and applied the knowledge, skills and abilities critical to successful performance in this position.  Briefly and concisely respond to each of the following questions.  Limit your responses to one 82" x 11" page per question.  Responses must be legibly handwritten or typed.  

A response to all of these questions is required to be considered for this position.  

1. Do you have knowledge of, and the skill, to implement administrative policies and procedures in the operation of a civil, juvenile, small claims, or criminal court division? Explain how you acquired this knowledge and describe how you have utilized skills in a current or past job setting. 
     
2. Provide examples of the most complex technical and legal information you have read, interpreted, written, or explained orally. Include experience with State codes, ordinances, procedures and policies related to legal practices or courtroom functions.

     
3. Briefly describe your experience which illustrates your knowledge and skills of general office methods and procedures sufficient to organize and maintain operations and clerical functions of a court setting.

     
4. Do you have the skill to accurately, and in detail, record and report legal, statistical, and financial data?  Give examples of this skill from both the statistical and financial areas.

     
5. Do you have the skill to research, collect and analyze data, and independently write reports/correspondence?  Give an example of this skill, detailing the problem or subject, and outlining your method or approach leading to a final report or correspondence. Include to whom the report was presented.

     
6. Do you possess supervisory skills sufficient to perform duties such as training and counseling employees, handling employee relations, delegating and coordinating workloads, evaluating employee performance (oral & written), and interviewing and selecting staff?  Outline your background in supervision, giving specific examples of your work in as many areas listed above that demonstrates your experience.

     
7. Do you have knowledge of the functions of a court such as Criminal, Traffic, Civil, Small Claims, juvenile, accounting, courtroom clerking, jury selection and calendaring of felonies or lesser offenses, sufficient to solve a wide range of court problems?  Describe court/legal problems you have resolved in the areas listed above.

     
8. Do you have basic knowledge of the filing steps in the Traffic, Civil, Criminal and Small Claims division?  Briefly describe how you acquired this knowledge, addressing each of the four divisions in your description.

     
9. Do you have knowledge of computerized cash registers, and of computer systems as they relate to dockets, calendars, bail revocations, and/or issuance of arrest warrants?  Explain how you obtained this knowledge, if it was acquired through "hands on" experience(s).  Include the equipment and systems you have used.

     
10. Do you have the skill to represent the judges, serving  as liaison between the court and higher courts, local and State governmental agencies, and County departments?  Give examples that demonstrate this skill.  Include in your statements the factors that necessitated the skillful handling of each situation.

     


The Superior Court for Tulare County makes reasonable accommodations for differently abled individuals, provided the  employee can  perform the essential duties of the job.  Each situation will be considered on an individual basis.  If you have any questions, please contact the Court Human Resources department.  A copy of the job description for this position is available upon request.

I certify that the information provided is accurate and complete to the best of my knowledge.  I understand that any falsification may cancel any terms, conditions or privileges of employment.  I understand that employment may require passing a medical examination and proof of a satisfactory driving record.

Print Name:
     










Signature:
     




Date:

     



