
 

 

Seattle Municipal Court 

 
 
 

  
 
 
 
 
 
 

Court Administrative Specialist (AS2) 2021-00465 
 

SALARY: $26.92 - $30.14 Hourly 
LOCATION: Seattle Justice Center, 600 5th Ave., Seattle, Washington 
JOB TYPE: Classified Civil Service, Regular, Part-Time 
SHIFT: Day 
DEPARTMENT: Seattle Municipal Court 
BARGAINING UNIT: Teamsters, Local 763 - Municipal Court 
CLOSING DATE 04/27/21 04:00 PM Pacific Time 

 

 
Seattle Municipal Court’s (SMC) mission is to provide a forum for citizens to resolve alleged 
violations of the law in a respectful, independent, and impartial manner. The Court is dedicated to 
advancing social justice issues by supporting personal, structural, and systemic change in our 
community, and building a diverse workforce. The Court works collaboratively to realize the City’s 
vision of racial equity by participating in the City of Seattle's Race and Social Justice Initiative. 
Candidates with the ability to effectively work with multi-cultural communities are encouraged to apply. 

 
SMC is currently recruiting to fill an Administrative Specialist II position with the Magistrate 
Operations (MagOps) team. This unit has two primary functions: 

• Magistrate Support: courtroom customer service, and 
• Case Initiation: behind the scenes administrative support to Magistrates. 

 
Being part of this team involves staffing the reception desk, assisting defendants (customers of the 
Court) in-person with checking in/out for hearings, easily navigating and accurately entering data into 
computer system, scheduling hearings, processing infractions (moving, parking and photo 
enforcement violations), and preparing the infraction proceedings calendar. 

 

You will be successful in this role if you have a passion for: 
Public service and the justice system. 
Upholding strict standards of ethical behavior. 
Working in a fast-paced collaborative work environment. 
Providing excellent service to internal and external customers. 
Learning new systems. 

 

Your effectiveness in this role will depend on your ability to: 
Be flexible; learn and adapt to frequent changes in law, policy, work assignments, 
technology, processes, and procedures. 
Exercise professionalism, discretion and maintain confidentiality. 
Interact with cultural awareness and inclusivity. 
Remain patient and impartial while providing customer service to people who may: 

Need emotional support and/or require de-escalation, 
Need the assistance of an interpreter or advocate, or 
Need referrals to other agencies. 

Multi-task accurately and independently while paying careful attention to the details. 
 

You will feel prepared if you have experience: 
 

Providing quality assurance in a legal environment. 
Using Microsoft Office (Word, Excel, Teams, Outlook, OneNote) and database programs 
with intermediate proficiency. 

 
 

https://www.governmentjobs.com/careers/seattle/jobs/3043281/court-administrative-specialist-2-as2


 

 

 
JOB RESPONSIBILITIES: 
 

Quality Assurance and Administrative support 
Access and regularly work with sensitive and highly confidential information. 
Navigate and accurately enter data into the Seattle Municipal Court Case Management 
System (SMC-CMS). 
Maintain and accurately update court docket and customer information via databases in a 
timely manner. 
Schedule hearings, process infractions (moving, parking and photo enforcement violations), 
and prepare the infraction proceedings calendar. 
Research problems and provide resolution options; escalate issues as appropriate. 
Audit the work done by Admin Spec I staff. 
Create and maintain multiple Excel spreadsheet tracking logs. 

 

Customer service and reception 
Staff the reception desk and assist defendants (the Court’s customers) with checking in/out 
for hearings. 
Deliver quality service both in-person and over the phone to our diverse array of customers 
in an efficient and professional manner. 
Multi-task by addressing customer needs, answering phones, responding to email requests, 
and re-organizing priorities. 

 

Provide training and back-up coverage 
Contribute as a strong team player by being trustworthy, respectful, positive, and open to 
new ideas and collaboration. 
Train and advise co-workers on understanding and interpreting operating procedures, laws, 
ordinances, legal terminology, etc. 
Maintain regular and punctual attendance, and actively participate in meetings and events. 
Provide back-up supervisor coverage and front desk coverage. 

 

Minimum Qualifications: 
2+ years of clerical support experience. 

 

OR 
 

A combination of education, training and/or experience which provides evidence of the ability to 
perform work of the class. 

 
ADDITIONAL INFORMATION: 
Currently, this position will be performed by a combination of remote and onsite work under the 
court’s COVID-19 response plan. The court provides equipment and resources to support telework. 
Magistrate Operations currently rotates onsite work weekly. The court expects the MagOps AS2 to 
be readily available to report to onsite work in Seattle as operational needs require and the court 
expands operations. 

Direct link to apply: 
https://www.governmentjobs.com/careers/seattle/jobs/3043281/court-administrative-specialist-2-
as2  

 

Hiring Process 
Qualified candidates must submit the following to be considered: 

1. Completed NEOGOV online application and supplemental questions. 
2. Attach a PDF of your cover letter and resume describing how your skills and experience 

align with the stated job responsibilities of this position. 
 

Current Court employees will be given priority consideration for this opening. 
The candidate hired, must complete a one-year probationary period. 
The Court may consider applicants from this recruitment process for other part-time, 
temporary, and full-time AS2 openings that may come available within the next six months. 

 
 

 

https://www.governmentjobs.com/careers/seattle/jobs/3043281/court-administrative-specialist-2-as2
https://www.governmentjobs.com/careers/seattle/jobs/3043281/court-administrative-specialist-2-as2
https://www.governmentjobs.com/careers/seattle/jobs/3043281/court-administrative-specialist-2-as2


 

 

 
 
The City of Seattle recognizes every City employee must play a role in ending institutional and 
structural racism. Our culture is the result of our behavior, our personal commitments, and the ways 
that we courageously share our perspectives and encourage others to do the same. To cultivate an 
anti-racist culture, we seek employees who will engage in dismantling racist policies and procedures, 
unlearn the way things have always been done, and create and provide equitable processes and 
services. 
 
The City of Seattle offers a comprehensive benefits package including vacation, holiday, and sick 
leave as well as medical, dental, vision, life, and long-term disability insurance for employees. For 
more information go to this Benefits at a Glance Guide. 
 
 

 
 

APPLICATIONS MAY BE FILED ONLINE AT: 
Job #2021-00465 

http://www.seattle.gov/jobs 
COURT ADMINISTRATIVE SPECIALIST 2 (AS2) 

CY 

If you are unable to apply on-line you may submit a paper application by the closing date to our 
office. 
 
OUR OFFICE IS LOCATED AT: 
Seattle Municipal Tower 700 
5th Avenue, Suite 5500 
Seattle, WA 98104 

Careers@seattle.gov 

Who May Apply: This position is open to all candidates that meet the minimum qualifications. The City of Seattle values diverse 
perspectives and life experiences. Applicants will be considered regardless of race, color, creed, national origin, ancestry, sex, 
marital status, disability, religious or political affiliation, age, sexual orientation, or gender identity. The Department encourages 

people of all backgrounds to apply, including people of color, immigrants, refugees, women, LGBTQ people, people with 
disabilities, veterans and those with diverse life experiences. 

Accommodations for people with disabilities are provided on request. 

The City is a Drug Free Workplace. 
 

http://www.seattle.gov/jobs
mailto:Careers@seattle.gov


 

 

 

 

Court Administrative Specialist 2 (AS2) Supplemental Questionnaire 
 

* 1. Answers to the following questions will help us determine whether candidates meet the minimum 
requirements of the position. Indicating "see resume" or "see application" are not sufficient responses to the 
supplemental questions. A complete and accurate application is required for this position. Did you update 
your City of Seattle application to reflect any recent changes to your experience and/or education? A cover 
letter and resume are both required documents. Missing one or both attachments will flag your submission 
as incomplete. Did you attach a cover letter and resume? 

 Yes
 No 

* 2. Do you have 2 or more years of clerical experience? For this question, clerical is defined as filing, 
receiving/sorting mail, creating routine correspondence, data entry and processing routine forms. 

 Yes
 No 

* 3. Please paste your cover letter below WITHOUT your name or other personally identifying information. Do 
not say "see attached" - you must paste your letter here for our screening process. 

 
 

* 4. To help us better understand the equivalencies of your experience and your ability to do this job, please 
provide following information for the positions that most closely align with the DevOps Engineer position 
with Seattle Municipal Court: 1. How many years and months did you work in an equivalent/similar role: 2. 
Name of employer(s): 3. Why you left that position(s): 4. Did you list this position(s) on your application and 
resume with your duties defined? What title(s) did you use on your application for this position? 

 
 

* 5. Please share with us what diversity, equity, and inclusion mean to you and why they are important. 
 
 

* Required Question 
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