
 
Municipal Judicial Assistant 

(TEMPORARY position filled through staffing service) 
Court Department    

 
Job Description:  Under general supervision performs complex administrative and a variety of legal support services in 
maintaining Municipal Court operations. Assist with issuing summonses, subpoenas, arrest warrants and search warrants, 
and setting bonds in all civil and criminal cases coming before the court. Reports to the Municipal Court Judge for judicial 
functions and to the Court Administrator for administrative functions. 
 
This is a flexible position that will require nights, weekends, holidays, and as-needed coverage, but the bulk of the work 
day will be mid-morning to mid-evening three days a week.  Scheduled work week will be approximately 22 hours.  In the 
future this position maybe converted to a part time Associate Municipal Judge.   
 

 Assist with issuing arrest warrants and search warrants; conducts related communications with citizens or Police 
Officers, taking sworn affidavits from same. 

 Notifies victims of their rights and documents their wishes regarding these rights. Notifies victims of a defendant's 
release from incarceration. 

 Accepts and receipts bond monies; prepare and process bonding papers, securing necessary signatures and 
disbursing copies as required.  

 Attends City Court and assists with preparing and issuing orders of the court, releasing documentation, sentencing 
information, records case dispositions, and arrangements made for payment of court fines and fees. 

 Provides explanation of important information and instruction regarding court trial procedures.  

 Receives and/or processes sworn affidavits, jury trial forms, traffic tickets, warrants, proof of property papers, law 
information, incident reports, etc., as necessary in performing job activities. 

 Prepares weekly court dockets, both traffic and criminal, and prepares jury trial dockets and preliminary hearing 
dockets, commitments, discharges, preliminary hearing forms, warrant cards, bonding papers, surrender of licenses 
forms, juror summonses, traffic ticket transmittals, monthly reports, various logs, correspondence, etc. 

 Receives and receipts bonds and fines, and reconciles receipts with cash drawer. Prepares daily bank deposits. 

 Maintains a final disposition of all cases and accurate listings of all cases filed in the Municipal Court. 

 Transfers general sessions charging papers and bond forms to the Clerk of Court's Office. 

 Attends continuing education classes and the Criminal Justice Academy as required to remain knowledgeable and 
up to date of laws and related information. 

 Interacts and communicates with the immediate supervisor, other court personnel, other City departments and 
employees, defendants, victims, witnesses, attorneys, law enforcement personnel, South Carolina Court 
Administration 
 

Desirable Education and Experience:  Requires an Associate's degree in business, law, criminal justice or related field 
and three to five years of legal/court experience; or any equivalent combination training and experience which provides 
the required skills, knowledge and, abilities.  Must be able to pass the Magistrates and Municipal Court Judge Certification 
exam.  
 
Application for Position:  Applicants interested in this job opportunity may apply online at www.lancastercitysc.com 
(Employment Tab) or at the One Stop Career Center located at 705 North White Street, Lancaster, SC.  
This position is open until filled. EOE. 
 
Position Subject to the Following Background Checks: 
Credit Check, Criminal History, Driving History, Drug Test, Medical/Physical 
 

 

Grade Salary WorkKeys Requirements 

17 $12.80 to $16.96 Entry Level 

 

http://www.lancastercitysc.com/

