Job Description: Swinomish Bailiff/Administrative Court Clerk

Position Description:

The Bailiff/Administrative Clerk works under the supervision of the Chief Judge of Swinomish
Tribal Court or his/her designee. The bailiff maintains the safety, security, neutrality, integrity
and confidentiality of the court system. The bailiff prevents potentially life-threatening
activities directed toward judges, court personnel, jurors, witnesses, defendants, prisoners and the
general public; maintains order in the courtrooms. The administrative clerk performs specialized
law enforcement and other criminal justice records data entry, maintenance, verification and
retrieval into tribal, state and federal data bases.

Basic Requirements:
Bailiff:

o Secures Court sessions by providing protection and assistance for Court personnel and
the public; announces the judge's entrance and departure into the courtroom and ensures
proper decorum is maintained in the courtroom during proceeding; observes and analyzes
situations for the potential need of law enforcement intervention; restrains or subdues
individuals as necessary, and detaining until law enforcement arrives

o Assists the supervision of in-custody inmates, including juveniles charged with violent
and non-violent crimes during court proceedings. Prevents physical contact associated
with in-custody defendants/witnesses.

e Moves court documents and evidence to and from judges, attorneys, witnesses, and
others as directed.

o Records and provides all necessary paperwork to police transport officers regarding
inmate dispositions; takes persons into custody upon direction of presiding judge.

o Performs body searches for weapons and contraband and maintains chain of evidence for
items admitted in court, turning them over to evidence custodian.

o Performs daily inspections, searches of courtrooms, judicial chambers, jury rooms, rest
rooms, and restricted areas to assure all areas are clear of weapons, drugs and explosive
devices.

o Exercises responsibility for security and presence of jurors during the trial period.
Answers all juror questions and solves all juror problems as efficiently as possible.

e Ability to follow directions and a vast array of judicial orders.

o Court security personnel often function as a public information source for persons using
court facilities, responding to inquiries and giving directions in a professional and
respectful manner.



Administrative Clerk:

e Primary duty to ensure operational procedures are consistent with NCIC standards and
general records practices.
e Enter warrant and protection orders on the National Crime data base

o Coordinates with the Tribal Police to establish operational procedures for reporting NCIC
statistical data accurately and to improve the overall quality of crime data collected by
law enforcement.

« Enforcing system compliance laws and carrying out validation and audit responsibilities
with a high degree to accuracy within the time limits.

« Provides support in collecting data, systematically or manually, for special
requests/projects needed for the Tribal Court's operational and/or administrative needs.

« Must have working knowledge of applicable laws, rules, and regulations relating to law
enforcement records; law enforcement codes and terminology; law enforcement database
applications; criminal justice system terminology and proceedings; English usage,
spelling, grammar and punctuation; modern office management practices and methods;
computer equipment, and computer software applicable to assignment.

« Knowledge of court records operations, including the knowledge of statutes governing
confidentiality of court records and liability involved; and law enforcement information
systems.

o Organizes, develops, and implements procedures for executing various administrative
assignments.

o Prepare various printouts and reports for court staff, other tribal departments, general
public, and other agencies as necessary; respond to court orders.

e Must be proficient and capable of extensive data entry on a variety of software platforms
e Maintain good relationship with judges, court officials and other law enforcement agents

Required Skills, Knowledge and Abilities:

EDUCATION AND/OR EXPERIENCE: High school diploma or general education degree
(GED); and a minimum of 24 months related experience and/or training; or equivalent
combination of education and experience.

Must be able to perform defense tactics against individuals. Requires one or more of the
following: prolonged sitting, standing, walking, and running, ascending and descending of stairs,
both inside and outside.



CERTIFICATES, LICENSES, REGISTRATIONS:

o Must possess or have the ability to obtain a valid driver's license and be insurable;

e As acondition of employment, must attend and successfully complete the Washington
State Correction’s Officer Academy or an equivalent academy of the employer’s
selection. (Note that Academy attendance involves travel and housing away from home
for several months).

« First Aid card and CPR certification.

e As acondition of employment, must achieve and maintain certification in handgun
proficiency as certified by the Swinomish Police Department on at least annual basis.

o After appropriate training, must maintain proficiency and / or certification to use Hand
Cuffs, Pepper Spray, Taser Device, X-ray Screening machine, Magnetometer, Hand
Wand and 2-ways radio.

« Tribal vehicle will be used to drive to transport in-custody defendants. The court clerk
must have good communication skills (both oral and written)

e Ability to accurately type 65 words per minute

e The clerk is expected to be proficient in Microsoft office applications, as well as a variety
of database applications

e Ability to efficiently scan, copy and distribute sensitive information to a variety of
appropriate parties such as attorneys, police, jails, probation officers and other entities or
outside agencies

e Personal traits like confidentiality, honesty, accountability and transparency are a must
have for a court clerk job

e Understanding of the functioning of Federal, State, Tribal and Local courts

e Must be able to pass pre-hire drug test

e Must undergo a pre-hire background enquiry sufficient to assure that the candidate can
access Federal Law Enforcement Databases.

e Ability to work varied hours as the need arises

The Ideal Candidate will possess some or all of the following:

e Experience with Full Court Enterprise and For The Record

e Experience with ACCESS Certification

e Experience with Federal TAPS database system,

e Experience with fulfilling duties as Notary Public

e Prior experience working in the legal environment of a tribal organization

e Have successfully graduated from the Washington State Corrections Officer Academy or
an equivalent academy.






