EMPLOYMENT ANNOUNCEMENT

01/11/2022
Vacancy Announcement:




Apply To:
Deputy Clerk II






Bell County Human Resources 

Justice of the Peace Office





101 E. Central, PO Box 454
Precinct 3 Place 11 





Belton, Texas 76513








254-933-5118 (Phone)
  




                                      
 254-933-5767 (Fax)

Position, Level, and Annual Salary:





Group 204, Step 8





Work Schedule:


$16.0393/hr.






Monday – Friday









8:00 AM – 5:00 PM

Benefits:

Paid health/dental care insurance; Retirement; 13 paid holidays

See Employee Benefits for more in depth information

Brief Job Description:

Under general supervision, performs clerical and administrative work for the Justice of the Peace civil and criminal court system in Precinct 4, Place 1.    

Specific Duties Include:

Performs clerical duties for the department by typing correspondences and reports, making files, filing, making copies, entering data into computer, assisting visitors with questions, processing forms and papers and managing records, assisting in court with the Judge during various court hearings.
Job Skills:

Position requires general office and telephone skills.  Must be physically able to operate a variety of machinery and equipment including computers, copies, typewriters, calculators, and facsimile machines.  Proficient computer skills using MS Word, WordPerfect, Excel, Outlook, and Internet.
Personal Skills:

Ability to meet the public in a professional, polite, and effective manner.  Excellent communication

skills are a must.  Multi-language helpful.  Willing to learn, work well independently and be a self-starter.  Interested in playing an important role in the judicial system.
Education and Work Experience:

High School Diploma or GED with two years of clerical/administrative experience or a combination of two years of work-related education and experience.

How to Apply:  

Applicants must submit a Bell County Application and resume to the Bell County Courthouse, Human Resources, 101 E. Central, PO Box 454, Belton, Texas 76513.  Applications can be completed and/or downloaded from https://bellcounty.applicantpool.com/jobs/, Human Resources Page.
Equal Opportunity Employer
Candidates will be evaluated without discrimination for any non-merit reason such as race, color, religion, sex, sexual orientation, national origin, politics, marital status, physical handicap, age, veteran status, membership, or non-membership in an employee organization.
