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Job Title: 		Municipal Court Magistrate	
Department: 		Municipal Court
Reports to: 		Court Clerk
Direct Reports:		None
Employment Status: 	Full-Time / Non-Exempt
Salary Range:                   $50,000 - $70,000 


GENERAL DESCRIPTION:
Under the general supervision of the Court Clerk, the Municipal Court Magistrate performs specialized judicial, clerical, and administrative duties in the operation of the Municipal Court. The Magistrate exercises the authority granted under the laws of the State of Alabama and performs duties in accordance with the Helena Civil Service Act, applicable Personnel Rules and Regulations, the Alabama Rules of Judicial Administration, and applicable municipal ordinances.
KEY RESPONSIBILITIES:
· Receive, process, and maintain criminal, traffic, and municipal ordinance case files.
· Issue warrants, summonses, subpoenas, notices, and other judicial process as authorized by Alabama law.
· Accept appearance bonds, process bond documentation, and prepare commitment and release paperwork.
· Schedule court proceedings and maintain the official court docket.
· Receive, process, and account for fines, court costs, restitution, and other court-ordered payments.
· Maintain accurate court records using the City’s approved case management system.
· Prepare reports required by the Alabama Administrative Office of Courts, state agencies, and the City.
· Assist the Municipal Court Judge during court sessions.
· Provide information and assistance to attorneys, law enforcement agencies, defendants, victims, and the public concerning court procedures.
· Maintain the confidentiality of court records and protected information.
· Ensure compliance with applicable federal and state laws, municipal ordinances, court rules, and departmental policies.
· Perform other duties that are consistent with the classification and assigned in accordance with the Helena Civil Service Act and City policies.

Key Responsibilities are intended to be examples of duties and are not intended to be all inclusive. There will be other duties as assigned. All incumbents may not perform all job duties listed, and some incumbents may perform duties which are not listed.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of Alabama municipal court procedures and applicable statutes.
· Knowledge of municipal ordinances, judicial procedures, and public records requirements.
· Ability to interpret and apply laws, court rules, and departmental policies.
· Ability to maintain accurate records and financial accountability.
· Ability to establish and maintain effective working relationships with judges, attorneys, law enforcement personnel, city officials, and the public.
· Ability to communicate effectively, both orally and in writing.
· Skill in operating computer systems and municipal court case management software.
· Ability to maintain confidentiality and exercise sound judgment in sensitive matters.

MINIMUM QUALIFICATIONS:

· High school diploma or GED required.
· Associate degree in criminal justice, public administration, business administration, paralegal studies, or a closely related field is preferred.
· Two (2) years of progressively responsible experience in a municipal court, district court, clerk’s office, law enforcement, legal office, or closely related governmental position is preferred.
· Any equivalent combination of education, training, and experience that satisfies the requirements established under the Helena Civil Service Act and the City’s Personnel Rules may be considered.

BENEFITS AVAILABLE FOR FULL-TIME EMPLOYMENT:

· BCBS Health/Dental (single coverage paid by the City)
· Secondary health insurance (single coverage paid by the City)
· Vision insurance (optional)
· AFLAC policy (optional)
· Retirement through RSA (Tier 2 to Tier 1 benefits available)
· Paid Holidays
· Sick Leave and Vacation Leave

APPLICATION PROCEDURE:

1. Complete and return an Employment Application Form and current resume to applications@cityofhelena.org, or drop off in person to the City Clerk at 10 Jack Gray Way, Helena, AL 35080. Incomplete applications will not be considered. 
2. Applicant may be required to submit employment verification from current and/or prior employers upon request 
3. The City of Helena may extend the application period to ensure an adequate pool of qualified candidates.

GENERAL INFORMATION CONCERNING CIVIL SERVICE EXAMINATIONS:

The City of Helena is an Equal Opportunity Employer. It strives for the constant improvement of public service by employing and developing the best qualified people available regardless of race, color, creed, religion, sex, gender, pregnancy, political beliefs, national origin, age, disability, genetic information, or veteran status.
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