POSITION TITLE:	VIOLATIONS CLERK – FULL TIME 35 HRS/WEEK	
			
POSTING DATE:  	April 1, 2016		

DEADLINE DATE:	April 25, 2016

SALARY RANGE: 	$25,000 TO $34,000
                      	COMMENSURATE WITH EXPERIENCE
				
											

POSITION DESCRIPTION AND REQUIREMENTS

The Township of Ocean is seeking a qualified individual for the position of Violations Clerk in the shared Municipal Courts of the Township of Ocean and Borough of West Long Branch.  Candidates must possess excellent customer service, communication, and organizational skills with an attention to detail and have experience with Microsoft Word.  Experience with ATS/ACS/MACS computer applications preferred.

Responsibilities include, but are not limited to: data entry, maintaining accurate records, scheduling appearances, drafting correspondence, processing payments, calendar preparation, answering customer queries, filing, and other related duties as required in accordance with the New Jersey Rules of Court, Supreme Court Directives, laws and established policies and procedures governing the operation of the Municipal Courts.

Please submit cover letter and current resume to:


		Jackie Dowd, Court Administrator
		Township of Ocean Municipal Court
		399 Monmouth Road
		Oakhurst, NJ  07755
		courtresume@oceantwp.org
		

The Township of Ocean is an Equal Opportunity Employer.

