CIRCUIT COURT FOR BALTIMORE CITY
JUVENILE DIVISION COURT SECRETARY I

The Circuit Court for Baltimore City is seeking an experienced, energetic, and motivated Secretary with
strong administrative, communication, interpersonal, organizational, and computer skills. The Secretary
will be a team player, detail-oriented, and able to multitask, supporting the Associate Administrator of the
Juvenile Division.

The Court Secretary will be responsible for a variety of administrative functions, such as:

Types correspondence, reports, and other documents as required.

Orders supplies and materials.

Coordinates activities with the Administrative Office regarding any personnel-related issues.
Receives incoming calls and assists court-related agencies, attorneys, and the general public, as
needed, regarding Court policies, procedures, and operations.

Schedule meetings (via Zoom or Teams), prepare agendas, and reserve appropriate meeting space.
Assists in a variety of duties related to the court case management system (E-Quest), including
creating, maintaining, and monitoring user identification profiles, preparing statistical reports, and
training new users.

Assists with special projects for the Associate Administrator, as required.

Minimum Qualifications:

Must work well independently and exercise discretion and individual judgment in complex
situations.

Must have a High School Diploma or GED (completion of special secretarial training with two
years of experience in court-related work preferred, but not essential);

Must have excellent PC and typing skills utilizing the Microsoft Word suite of programs.

Must possess a proficient knowledge of grammar and usage, spelling, punctuation, and vocabulary.
Previous experience as an assistant to a person in a managerial position, with a minimum of 5 years
of experience, is preferred.

Compensation: This is a permanent full-time position with benefits. The starting annual salary is
$59,863.00. The salary range is $59,863-$72,835.

To Apply: Please forward your cover letter, resume, and references to:

Ms. Jacqueline Hale, Human Resource Officer

Circuit Court for Baltimore City
111 N. Calvert Street, Room 244

Baltimore, Maryland 21202
Jacqueline.Hale@mdcourts.gov

Fax: 410-396-1545
www.baltimorecity.gov
TTY 396-4930
**No phone calls, please™*
AN EQUAL OPPORTUNITY EMPLOYER



