CRAIGHEAD COUNTY DISTRICT COURT JOB OPENING
DEPUTY CLERK
POSITION Craighead County Deputy Clerk
DATE OPENED 01/10/18
FILING DEADLINE 01/18/18 by close of business day
SALARY $30,000 to 32,000 annually
EMPLOYMENT TYPE Full-Time
WORK LOCATION Justice Complex, 410 W. Washington Ave, Jonesboro, AR 72401
JOB OPENING
Craighead County District Court has an opening for a Deputy Clerk. This position is
advanced level clerical work, a full time, position with benefits, and a starting annual
salary range of $30,000 - $32,000.
JOB DESCRIPTION Duties include, but are not limited to, ability to comprehend and
follow directions in a fast pace, high volume environment while enduring frequent
interruptions, receive and review legal filings, prepare documents and process
electronically filed and personally filed court records, assess/collect court costs, scan
court records, make appropriate detailed case docket entries, respond to questions in
person and by phone, assist with courtroom duties as necessary, and other related
duties as assigned.
MINIMUM REQUIREMENTS The preferred applicant will possess knowledge of
Windows, Microsoft Office, typing, copiers, scanners, and other standard office
equipment. Prior clerical experience is beneficial as well as judicial experience, but not
required. Applicant must have exemplary customer service skills, accuracy and
attention to detail as well as interpersonal skills, strong work ethic and professional
demeanor at all times. Position requires a high school diploma or two years of prior
experience and training within the district court, a law office or related legal setting.
Preference will be given to prior court or legal experience.
BENEFITS Employment with Craighead County includes “core” health insurance for the
employee with the option to “buy up” to include a spouse. You can also elect to enroll in
dental coverage, vision benefits and flexible spending account but will be responsible to
pay the full premium for these benefits. Employees receive a $10,000 life insurance
policy through USABLE. The County uses APERS for its pension plan with the
employee contributing a mandatory 5% and the County contributing 15.32%. Paid time
off is accrued at .025 hours per hours paid for vacation and personal time. Vacation
time can be taken after the 1st year of service. There are approximately 11 paid
holidays per year. FURTHER INSTRUCTIONS Submit a resume via fax to (870) 9334583 or by email to bclifft@craigheadcounty.org by the close of business on January
18, 2019. Resumes can also be mailed to Craighead County District Court, c/o Bridgett
Clifft, 410 W. Washington Ave, Jonesboro, AR 72401 As an equal opportunity
employer, Craighead County is committed to recruiting, retaining and promoting
employees who are reflective of the County’s diversity. We thank our Veterans for their
service to our country and encourage them to apply. Bilingual applicants are also
encouraged to apply.

