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Superior Court of California – County of Tulare

SUPPLEMENTAL APPLICATION FORM

Legal Processing Clerk II Bilingual


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 81/2" x 11" page per question.  Responses must be legibly handwritten or typed.  

A response to all questions is required to be considered.

1. List legal forms/documents you have a working knowledge of (i.e. you have worked with these documents in a legal/office setting) or have gained thorough understanding of them through formal education/training.  Explain in detail the purpose of each form listed and indicate whether you became familiar with this form through work experience or formal education/training.

     
2. Describe your experience in performing routine office procedures to include filing, copying, data entry, answering phones and assisting the public.


     
3.  FORMCHECKBOX 
 YES       FORMCHECKBOX 
 NO    I self certify that I can keyboard at a rate of 35 words per minute. 

4. Describe your experience in using a personal computer. Include the kind of work you did and the type of software you are familiar with.

     
5. Do you have knowledge of the following legal terms?  Check ONLY those that you have gained knowledge of through work experience.  

	 FORMCHECKBOX 

	Arraignment
	 FORMCHECKBOX 

	Interrogatories

	 FORMCHECKBOX 

	Jury Trial Confirmation
	 FORMCHECKBOX 

	Deposition

	 FORMCHECKBOX 

	Preliminary Hearing
	 FORMCHECKBOX 

	Pleading

	 FORMCHECKBOX 

	Pretrial
	 FORMCHECKBOX 

	Demurrer

	 FORMCHECKBOX 

	Complaint
	 FORMCHECKBOX 

	Petition

	 FORMCHECKBOX 

	Subpoena
	 FORMCHECKBOX 

	Jury Trial

	 FORMCHECKBOX 

	Motion
	 FORMCHECKBOX 

	Court Trial

	 FORMCHECKBOX 

	Others (List)  


6. Check the tasks listed below that you have performed and give a specific example of how you completed the task.

 FORMCHECKBOX 
 tactfully handled complaints from the public        

 FORMCHECKBOX 
 explained procedures pertaining to legal documents      
 FORMCHECKBOX 
 used appropriate business telephone etiquette      
 FORMCHECKBOX 
  effectively obtained pertinent information from the public      
 FORMCHECKBOX 
 courteously responded to inquiries in person       
 FORMCHECKBOX 
 identified and resolved a problem in a work setting      
7. Declare the language other than English of which you are fluent:         
Check if your language fluency is  FORMCHECKBOX 
 written,
 FORMCHECKBOX 
 spoken, or 
 FORMCHECKBOX 
 both written and spoken.


Print Name:










Signature:____________________________________________
Date:_________________
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.









