NOTICE OF EMPLOYMENT OPPORTUNITY
IMMEDIATE OPENING
Position available as the Civil Clerk with the Marion County District Clerk’s office. Full time employment with County benefits which include retirement program, health insurance, paid holidays, vacation and sick leave. 
Applicant must have a high school diploma or GED and be able to be bonded. Work requires accuracy, computer proficiency, attention to detail, able to multitask, work independently, handle stressful situations, maintain confidentiality and possess excellent communication and organizational skills. 
Duties include daily operation of the State EFile system, understanding of legal documents, maintenance of case records and court coordination of all civil cases. The Civil Clerk must maintain a professional working relationship with District Judges, other county employees and officials, attorneys, paralegals and litigants.  
Other duties include the jury system, State reporting, monthly billings and any other duty deemed necessary in the day-to-day operations of the District Clerk’s office.
Please submit completed application and resume to Susan Anderson, Marion County District Clerk, P. O. Box 628, Jefferson, Texas 75657 or deliver to the office at 102 West Austin Street, Room 304. The application forms are available on the Marion County website www.co.marion.tx.us.  Applications accepted until position is filled.


AN EQUAL OPPORTUNITY EMPLOYER
