
 
SAN BERNARDINO SUPERIOR COURT

invites applications for the position of: 

LEGAL PROCESSING
ASSISTANT TRAINEE

 
An Equal Opportunity Employer

SALARY: $16.85 - $21.53 Hourly
$1,347.95 - $1,722.60 Biweekly
$2,920.56 - $3,732.30 Monthly
$35,046.75 - $44,787.60 Annually

OPENING DATE: 01/20/23
 
CLOSING DATE: 02/13/23 11:59 PM
 
DESCRIPTION:

The Superior Court of California, County of San Bernardino is seeking interested and qualified
candidates for the position of Legal Processing Assistant Trainee. The eligible list resulting from

this recruitment will be used to fill current and future vacancies throughout all Superior Court of
California, County of San Bernardino locations.

Salary Updates:
Effective October 2023, a 4% COLA increase
Effective October 2024, a 3% COLA increase

Benefit Highlights

About the Position



This is the training level class of the Legal Processing Assistant series. The classification is
currently under review.

Under direct supervision, this class performs basic office support and court operations duties while
learning court policies, practices, and procedures applicable to assigned section responsibilities;
performs any related duties as required.

Distinguishing Characteristics

Incumbents in the class of Legal Processing Assistant Trainee are eligible for promotion to the
class of Legal Processing Assistant I within six (6) months of hire, following the successful
completion of classroom and on the job training. There is no permanent status as a Trainee.
Incumbents must pass probation to promote or be terminated or returned to a position allocated to
a classification in which the employee has passed probation.

This class is distinguished from the Legal Processing Assistant I/II (Flex) class in that the latter
serves as the second and third working level class within the series.  Incumbents may rotate and
cross train through various case types and assignments to accommodate employee development,
training, and staffing needs of the court district.

For full position details, please view the job description. 

 
ESSENTIAL FUNCTIONS:

1. Provides customer service to the public regarding court cases in traffic, criminal, civil, family
law, probate, juvenile and all other case types handled by specific district court assignment;
performs telephone duties and public counter duties in document control and form sales;
may assist with calendar preparation, and answers routine questions from the public
regarding court procedures and rules; works professionally with others.

2. Processes payment transactions for forms and copies; handles cash and other forms of
payment for copies, forms, and money mail; posts payments in the case
management system.

3. Files documents in alphanumeric and chronological filing systems; sets up new case files;
retrieves files for viewing and copying; compiles month end numerical counts; prints forms
and makes packets.

4. Pulls and delivers court records and documents as requested; makes and certifies copies;
retrieves files and assembles documents for use by courtroom staff; accesses databases
and court case management systems to retrieve information.

5. Enters data from case filings into case management systems; types form letters; ensures the
accuracy of data input; updates case management records; sends documents to specific
desks for review and further action.

6. Receives and distributes mail; receives and processes faxes; boxes files for storage;
conducts file searches for missing files; scans case information and documents into case
management systems.

7. Processes and enters non-case initiating documents into case management systems;
reviews and receives legal documents for completeness, conformity, jurisdiction and validity
with code and court procedures; accepts documents or returns if requirements are not met;
receives and file stamps documents.

8. May enter infraction citations into case management system; batch and process citation for
outsourced vendors.

9. Check in and process prospective jurors; distributes juror questionnaires; responds to
questions concerning jury duty responsibilities, clarifying requirements and explaining the
selection process; coordinates activities of jurors in the jury assembly room; coordinates trial
court needs, calls in jury panels, and prepares daily status calendar; ensures the needs of
prospective jurors are met and may process payments for sworn trial jurors.

10. Performs other duties as assigned.

 
MINIMUM QUALIFICATIONS:

https://www.governmentjobs.com/careers/sanbernardinocourts/classspecs/1145143?keywords=legal%20processing%20assistant&pagetype=classSpecifications


We realized your time is valuable so please do not apply if you do not have at least the following
required minimum qualifications:

Six (6) months of general clerical experience and/or retail experience that includes providing
customer service, cash handling or any combination of training and/or experience that could
likely provide the desired knowledge and abilities.
One (1) year of coursework (twenty-four (24) semesters or thirty-six (36) quarter units) from
an accredited college may substitute for a maximum of six (6) months of experience.

SELECTION PROCESS

For consideration, all applications must be completed and submitted through
GovernmentJobs.com.

Human Resources will review applications to identify candidates who meet the minimum
qualifications, therefore, it is to your benefit to include details of all pertinent work
experience. When listing court experience, please include the dates and classification of
each position, if there is more than one. 

This recruitment will consist of a written examination. The examination will cover the following
areas: proofreading, spelling, filing, cashiering, interpersonal relations, and public contact.
Applicants that meet the minimum requirements of the position will be invited via email to utilize the
self-scheduling feature and schedule a test date. Depending on the number of eligible candidates
there may be more than one exam date. 

All candidates will be notified via email of their status at each step of the process. Additional steps
in the selection process will include a background check and a reference check. 

REASONABLE ACCOMMODATIONS:
The Superior Court of California, County of San Bernardino is committed to providing reasonable
accommodation to applicants as required by the Americans with Disabilities Act (ADA) and the Fair
Employment and Housing Act (FEHA). Qualified individuals with disabilities who need reasonable
accommodation during the application or selection process may contact the Human Resources
Office at (909) 521-3700 or via email at HR@sb-court.org. Individuals with hearing and/or speech
impairments may also contact the recruiter for this position through the use of the California Relay
Service by dialing 711.

 
PHYSICAL CHARACTERISTICS:

The physical and mental demands described on the job description, or by clicking here are
representative of those that must be met by employees to successfully perform the essential
functions of this class. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

The Superior Court of California, County of San Bernardino is an Equal Opportunity
Employer- M/F/D/V. 

 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.sb-court.org/careers 

OUR OFFICE IS LOCATED AT: 
247 W. Third St., First Floor 
San Bernardino, CA 92415-0312 
909-521-3700 
HR@sb-court.org 

An Equal Opportunity Employer

Job #22-067 
LEGAL PROCESSING ASSISTANT TRAINEE 

GG

LEGAL PROCESSING ASSISTANT TRAINEE Supplemental Questionnaire

https://governmentjobs.com/
mailto:HR@sb-court.org
https://www.governmentjobs.com/careers/sanbernardinocourts/classspecs/1145143?keywords=legal&pagetype=classSpecifications
http://www.sb-court.org/careers
mailto:HR@sb-court.org


 
* 1. Do you have six (6) months of general clerical experience and/or retail experience that

includes providing customer service?

 Yes, I have six (6) months or more of general clerical experience and/or retail
experience that includes providing customer service.

 No, I do not have six (6) months or more of general clerical experience and/or retail
experience that includes providing customer service.

 I have a combination of experience and the required education to meet the
requirements.

* 2. Do you possess one year of coursework (24 semesters or 36 quarter units) from an
accredited college that can be used to substitute for 6 months of experience?

 I have the 6 years of required experience and don't need to substitute with education.
 I possess one (1) year of coursework (24 semesters or 36 quarter units) from an

accredited college that can be used to substitute for six (6) months of experience. I will
upload proof of education to the application.

 I do not have the required experience or education to meet the minimum qualifications.
* 3. Select all applicable experiences that you possess.

 Clerical experience
 Retail experience
 Customer service
 Cashiering
 Telephone duties
 Document control
 Completing and reviewing forms for accuracy.
 Filing
 Data entry
 Mail distribution
 No experience

* 4. If you are using education to substitute experience you are required to upload a copy of
your degree(s) or a copy of your unofficial/official college transcript(s) and if applicable, a
copy of certification(s) to your application.

 I have uploaded the required supporting documentation to substitute educational
experience for work experience.

 I do not need to upload educational supporting documents because I have the required
work experience.

* Required Question


