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CHEROKEE COUNTY

CLASS SPECIFICATION

TITLE:
COURT REPORTER
GRADE:  111
DEPARTMENT:
COURT ADMINISTRATION
DIVISION:
SUPERIOR COURT - FLOATER
FSLA:  Exempt

PREPARED BY:
JODY OVERCASH
DATE:  August 2024
POSITION SUMMARY


This position is responsible for recording all court proceedings as required or as requested by the Court, counsel or other parties; when requested, transcribes and certifies all court proceedings as taken down.  The position requires dealing with the public in a courteous and professional manner, in person and on the telephone.  From time to time this position may be requested to fill in for other court reporters in the department.  Work is performed under the general supervision of the assigned Judge and the Court Administrator.
MAJOR DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

Punctually attends all court proceedings as required or requested by the Court, counsel or other parties; takes down all proceedings attended in the manner in which they are certified;  transcribes and certifies all court proceedings as taken down.

Maintains professionalism at the highest level by complying with the Board of Court Reporting of the Judicial Council of Georgia Mandatory Code of Professional Practice.
Maintains certification in good standing with the Board of Court Reporting of the Judicial Council of Georgia.
This is a team position and as such will require assisting with any and all functions required to ensure court runs smoothly and efficiently.
REQUIRED QUALIFICATIONS

Education and Experience

High school education or equivalent.

Minimum of one year of courtroom court reporting experience.
Any combination of education, training, and experience that provides the required knowledge and skills is acceptable.
Certificates, Licenses and Registrations 

Certified Court Reporter with the State of Georgia.

Notary Public with the State of Georgia.

Knowledge, Skills and Abilities

Knowledge of court reporting procedures and rules and regulations set forth by the Board of Court Reporting of the Judicial Council of Georgia.

Skill in typing, transcribing and operating computers.

Ability to maintain confidentiality in conducting court business.

DESIRED QUALIFICATIONS
Education and Experience

Some college coursework or supplemental study in English grammar.
Certificates, Licenses and Registrations
Realtime Professional Reporter designation or equivalent

Knowledge, Skills and Abilities
Knowledge of state laws, regulations, policies and procedures applicable to the State Court.

Knowledge of legal regulations, terminology and legal documentation.

Ability to communicate clearly and effectively, verbally and in writing.

OTHER REQUIREMENTS

This position is primarily sedentary. Requires use of hands, fingers, arms, hearing and sight. Must be able to stand or sit for long periods of time, bend, stoop and/or kneel.

REQUIREMENTS INCLUDED IN THIS CLASS SPECIFICATION MAY BE SUBJECT TO MODIFICATION IN ORDER TO REASONABLY ACCOMMODATE INDIVIDUALS WITH DISABILITIES WHO ARE OTHERWISE QUALIFIED TO PERFORM THE ESSENTIAL DUTIES OF THE JOB.
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