
 Assists in the administration of criminal proceedings
docketing and correcpondence
 Maintains mandatory records in FullCourt System.
 Provides support to the Judge, Town Prosecutor,
Police Department, and Public.
 Maintains Court files and records.
 Collects and records receipts for all fines.
 Responds to counter, telephone and public inquiries
pertaining to the Court.

Stevensville, Montana
Committed to Community, Dedicated to Progress

Nestled in the Bitterroot Valley between the Sapphire & 
Bitterroot Mountains, Stevensville, Montana, is a 
thriving and growing community with a small-town charm. 
Stevensville’s affordable housing, growing downtown, and 
high achieving K-12 public schools, make it a choice 
destination for families and working professionals alike. 
Those who crave the outdoors will appreciate Stevensville's
prime location close to skiing, hiking, camping, 
lakes and beaches, and other recreational pursuits.  
Stevensville is centered between Missoula, Montana's 2nd 
Largest City offering a diverse culture and recreational 
opportunities for everyone, and Hamilton the Ravalli County 
Seat all within a short drive. Stevensville is a fantastic
place to put down roots. 

Nature of Work: 

The Court Clerk is a part-time support position to the City 
Judge. The position is responsible for recording and 
organizing all administrative tasks for the Court and the 
Judge. Dependant upon workload and funding availability, 
there is the potential for this to become full-time within the 
next three to five years.

General Functions:

Requirements of Work: 
 Considerable knowledge of modern office/clerical

practices, procedures and methods.

 Working knowledge of computers and electronic data/
word processing; ability to type and produce documents
accurately.

 Ability to effectively communicate with the public and 
other Staff.

 Must be able to work both independently and 
collaboratively.

 Maintain confidentiality of court operations and records.
 Ability to organize, prioritize and carry out court 

functions with minimal supervision.
 Explain procedures and/or forms to parties in cases or 

to the general public.

Town of

Stevensville
Montana

An invitation to apply for the position of 

Court Clerk        $ 13.00
Plus Prorated Benefits

First review of applications: February 1, 2019 
Position open until filled

Working Conditions and Physical Demands: 

Position requires prolonged sitting, standing, walking, 
reaching, twisting, turning, kneeling, bending, squatting, and 
stooping in the performance of daily office activities.  This 
position also requires grasping, repetitive hand movement, 
and fine coordination in preparing reports and retrieving and 
entering data using a computer keyboard.  Reasonable 
accommodations may be made to enable individuals with 
disabilities to perform essential functions. The employee 
must ocassionally life and/or move up to 25 pounds. 
Specific vision abilities required by this job include close 
vision and the ability to adjust focus.

Minimum Qualifications: 

Graduation from a high school or GED equivalent and 
three or more years of clerical, office support, or 
data entry experience.



To Apply: 

To apply, please send a cover letter and completed
application to The Human Resources Department, PO Box 
30,  Stevensville, MT  59870 or
april@townofstevensville.com  Fax: (406)777-4284.

All required documents must be received for your 
application to be considered for employment. 

APPLICATIONS FOR THIS POSITION WILL BE 
ACCEPTED UNTIL FEBRUARY 1, 2019 AT 5:00pm. 

The provisions of this bulletin do not constitute a contract, 
express or implied, and any provisions contained in this 
bulletin may be modified or revoked without notice. 

The Town of Stevensville is proud to be an
Equal Opportunity / Veteran’s Preference Employer 

Learn more about the Town of Stevensville at 
www.townofstevensville.com

employees. Gets along with co-workers and managers. 
Positively represents the Town, maintaining the trust 
Town residents have placed in each of us. Demonstrates 
honest and ethical behaviors.  

Special Requirements:

Must possess a valid State of Montana driver’s license and 
be able to satisfactorily pass a comprehensive background 
investigation.

Behavioral Standards: 
Respectful, courteous, and friendly to customers, other 
Town employees, and Town leadership. A team player that 
helps the organization meet its objectives. Takes initiative 
to meet work objectives. Effectively communicates with 
customers and other Town employees.

www.townofstevensville.com
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TOWN OF STEVENSVILLE 
Position Description 

 
 
Position:  Court Clerk 
 
Department:  Court 
 
Supervisor:  Judge 
 
Overview 
This position performs a variety of administrative tasks related to court activities in 
compliance with state/local laws and town policies.  
 
Essential Duties and Responsibilities 
Under the direction of the Judge: 
 Assists in the administration of criminal proceedings docketing and 

correspondence 
 Maintains mandatory records in FullCourt System – a State-wide electronic case 

management program 
 Maintains Court files and records 
 Provides support to the judge, town prosecutor, public, defendants, and all 

agencies with a vested interest in the court 
 Collects and records receipts for all fines 
 May remit fines and fees due to the Town of Stevensville and Ravalli County 

Treasurer 
 Responds to counter, telephone and public inquiries pertaining to the Court 
 Prepare and issue a wide variety of legal documents and orders of the Court 

including warrants, summons, release documentation, sentencing information, 
etc.  

 Explain procedures and/or forms to parties in cases or to the general public  
 Verify data for accuracy and completeness 
 Maintain confidentiality of court operations and records 
 Convey a positive professional image through action, communication and 

appearance 
 Communicate effectively in person, by telephone and by email 
 Ability to organize, prioritize and carry out court functions with minimal 

supervision 
 Attend all court sessions 
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Work Environment 
Position requires prolonged sitting, standing, walking, reaching, twisting, turning, 
kneeling, bending, squatting, and stooping in the performance of daily office 
activities.  This position also requires grasping, repetitive hand movement, and fine 
coordination in preparing reports and retrieving and entering data using a computer 
keyboard.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. 
 
Work Environment  
The employee must occasionally lift and / or move up to 25 pounds.  Specific vision 
abilities required by this job include close vision and the ability to adjust focus. 
 
 
Necessary Skills and Knowledge 
Working knowledge of computers and electronic data / word processing; ability to 
type and produce documents accurately. 
 
Considerable knowledge of all general office procedures including organization of 
files. 
 
Ability to effectively communicate with the public and other Staff; must be able to 
work independently and collaboratively. 
 
 
Desired Minimum Qualifications 
 
Graduation from high school or GED equivalent and three or more years’ experience 
as a clerk or clerical support person  
 
Must possess a valid State of Montana driver’s license and be able to satisfactorily 
pass a comprehensive background investigation 
 
 
Employee ______________________________   Date _________________ 
 
 
 
Supervisor _____________________________   Date _________________ 
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It is the policy of the Town of Stevensville to consider applicants for all positions without a regard to race, 
color, religious beliefs, creed, sex, national origin, age, marital or veteran status, political beliefs, genetic 
information, the presence of a non-job related medical condition or handicap or any other legally protected 
status unless related to a bona fide occupational requirement.  Screening tests for alcohol and illegal drug use 
may be required before hiring and during your employment with the Town of Stevensville. 

 
PLEASE TYPE OR PRINT.  Complete the entire application.  You may attach a resume, but you must 
still complete all questions; or your application will be deemed incomplete and may not be 
considered.  Please fill out each box (don't just indicate “See Resume.”)  Applications with missing or 
invalid job numbers will not be considered for any position.   
 

Position 
Applying For: 
 

Name  (Last, First, Middle):       Other names under which you 
have attended school or been 
employed: 

      Street Address:       City, State & Zip: 

      

Email address: 

      

Home Phone: 

                              

Work Phone: 

      

Cell Phone:       
 

Are you eligible to work in the 
United States? 

Yes     No  

Do any of your relatives work for 
the Town of Stevensville? 

Yes     No If YES, their name? 

If required for position, do you 
have a valid driver’s license? 

 Yes    No If YES, State of issuance, license #, and 
expiration date: 

How did you learn about this employment opportunity at      ?   Check all that apply:     Ad in 
newspaper 

 Job Bulletin (Posting) /Walk-in  Website       Job Service                                   
 Referral by employee  Other:   

 

        EDUCATION 

 
Name of School 

 
City/State 

Did you 
graduate? 

If No, # of 
years left 

to graduate 

Degree 
received 

 
Major 

High School: 
 

 Yes    No    

GED:  
 

 Yes    No    

Other School:  
 

 Yes    No    

College:  
 

 Yes    No    

College:  
 

 Yes    No    

Other credentials/licenses/professional affiliations, etc., which are relevant to the job(s) for which you 
are applying. Attach additional sheet(s) if needed. 
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SKILLS:  Please list technical skills, clerical skills, trade skills, etc., relevant to this position.  Include 
relevant computer systems and  software packages of which you have a working knowledge, and note 
your level of proficiency (basic, intermediate, expert). Attach additional sheets if necessary. 

 
 

 
 

WORK EXPERIENCE-Please detail your entire work history.  Begin with your current or most recent 
employer.  If you held multiple positions with the same organization, detail each position separately.  
Attach additional sheets if necessary.  Omission of prior employment may be considered falsification 
of information. Please explain any gaps in employment.  Include full-time military or volunteer 
commitments.  PLEASE DO NOT complete this information with the notation “See Resume.”    
PLEASE NOTE:  Town of Stevensville reserves the right to contact all current and former employers 
for reference information.  

   

Dates Employed (most 
recent position) 
From:       To       
          

 
Full time        Part-time 

 
If part-time, # hrs./wk:  

Title:       

Starting Salary:      
 

Organization Name and Address:       
 
 Final Salary:       

 

Supervisor’s Name, Title 
and Phone  #:       
 

Other Reference Name, Title and 
Phone #:       
 
 

Contact my current references: 
 At any time 
 Only if I am a finalist candidate 

Primary duties:       
 
 
 

Reason for Leaving:       
 

Dates Employed (most 
recent position) 
From:       To       
          

 
Full time        Part-time 

 
If part-time, # hrs./wk:  

Title:       

Starting Salary:      
 

Organization Name and Address:       
 
 Final Salary:       

 

Supervisor’s Name, Title 
and Phone  #:       
 

Other Reference Name, Title and 
Phone #:       
 
 

Contact my current references: 
 At any time 
 Only if I am a finalist candidate 

Primary duties:       
 
 
 

Reason for Leaving:       
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Dates Employed (most 
recent position) 
From:       To       
          

 
Full time        Part-time 

 
If part-time, # hrs./wk:  

Title:       

Starting Salary:      
 

Organization Name and Address:       
 
 Final Salary:       

 

Supervisor’s Name, Title 
and Phone  #:       
 

Other Reference Name, Title and 
Phone #:       
 
 

Contact my current references: 
 At any time 
 Only if I am a finalist candidate 

Primary duties:       
 
 
 

Reason for Leaving:       

Dates Employed (most 
recent position) 
From:       To       
          

 
Full time        Part-time 

 
If part-time, # hrs./wk:  

Title:       

Starting Salary:      
 

Organization Name and Address:       
 
 Final Salary:       

 

Supervisor’s Name, Title 
and Phone  #:       
 

Other Reference Name, Title and 
Phone #:       
 
 

Contact my current references: 
 At any time 
 Only if I am a finalist candidate 

Primary duties:       
 
 
 

Reason for Leaving:       

Dates Employed (most 
recent position) 
From:       To       
          

 
Full time        Part-time 

 
If part-time, # hrs./wk:  

Title:       

Starting Salary:      
 

Organization Name and Address:       
 
 Final Salary:       

 

Supervisor’s Name, Title 
and Phone  #:       
 

Other Reference Name, Title and 
Phone #:       
 
 

Contact my current references: 
 At any time 
 Only if I am a finalist candidate 

Primary duties:       
 
 
 

Reason for Leaving:       
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References 

Please list three professional references. Two should be employer references 

Full Name  Relationship  

Company  Phone (           ) 

Address  

Full Name  Relationship  

Company  Phone (           ) 

Address  

Full Name  Relationship  

Company  Phone (           ) 

Address 
 

 

 
 

 
 
 

ACKNOWLEDGEMENT 
By submitting this application for employment consideration, I certify that the information provided by me 
in connection with my application whether on this document or not, is true and complete.  I understand 
that any misstatement, falsification or omission of information may be grounds for refusal to hire or, if 
hired, termination. 
 
I understand that I will be required to sign an authorization to release information if I am considered for 
employment. 
 
If offered employment with the Town of Stevensville, I understand that I must comply with all of the 
Town’s policies, rules and procedures. 
 

        
Applicant Signature: _______________________________________   
* If application is submitted via e-mail, applicant will be required to sign this page if given the 
opportunity to participate in an interview. 
 
Date: ________________  
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VOLUNTARY EQUAL OPPORTUNITY REPORTING INFORMATION 

 

The information you provide on this form is collected in compliance with State and Federal law to 

determine if the Town’s hiring practices are discriminating against any group.  The information will 

be separated from the application and will not be used in making any hiring decisions.  Thank you for 

your cooperating. 

 

Position Applying for:  Applicant Name:  

  

 

 

PLEASE CHECK ONE OF THE DESCRIPTIONS BELOW CORRESPONDING TO THE ETHNIC 

GROUP WITH WHICH YOU MOSTLY IDENTIFY: 

 

□ White – a person having origins in any of the original people of Europe, North America 

or the Middle East. 

 

□ Black – a person having origins in any of the Black racial groups of Africa. 

 

□ Hispanic – a person of Mexican, Puerto Rican, Cuban, Central or South American or 

other Spanish culture or origin, regardless of race. 

 

□ Asian or Pacific Islander – a person having origins in any of the original peoples of the 

Far East, Southeast Asia, the Indian subcontinent including the Pacific Islands.  This 

are includes, for example, China, India, Japan, Korea, the Philippines or Samoa. 

 

□ American Indian or Alaskan Native – a person having origins in any of the original 

people of North America, South America and Central America who maintain tribal 

affiliation or community attachment. 

 

SEX: □  MALE  □  FEMALE 

 

WHERE DID YOU LEARN OF THIS POSITION? 

□ Town of Stevensville website or other online source not listed below 

□ Newspaper (online or printed) 

□ Word of Mouth  

□ Job Service (online or in person) 

□ Other (please identify) _________________________________________________ 
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