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Senior Legal Processing Clerk


_____________________________

NAME
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Superior Court of California – County of Tulare

SUPPLEMENTAL APPLICATION FORM

 Senior Legal Processing Clerk

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. Inclusion of unpaid experience is acceptable.
1. List legal forms/documents you have a working knowledge of and have worked with in a legal office             setting or have gained a thorough understanding of them through formal education or training.  In                  addition, explain in detail the purpose of each form listed.
2. Describe your experience in reading, interpreting and explaining complex documents, reports, rules               and regulations.  Indicate the purpose for the interpretation and to whom it was explained.
3. Briefly describe your experience in using a personal computer.  Include the type of work you did and the type of software you are familiar with.
4. Describe your experience in hiring, training, evaluating and assigning work for subordinates.  Include how many supervised, whether you had lead or direct responsibility, and what length of time you were responsible for supervision.
5. Describe a time that you had to deal with a difficult person(s) or complaint and how you handled the person(s) involved and resolved the 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 specification 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:__________________

