
Court Clerk – City of The Village, OK 

The Village is a city in Oklahoma County, Oklahoma and is a part of the Oklahoma City 
Metropolitan area with an approximate population of 9, 452 people.  

The Position: We’re currently accepting applications for our Court Clerk position through March 
02, 2021. This is a full-time, non-exempt position. Working hours are Monday-Friday from 8 
AM-5 PM as well as mandatory court sessions scheduled 3-4 nights per month. Salary is 
$45,634.60-59,462.01 based on experience. Our competitive benefit package includes health, 
dental & life insurance, vacation, sick & comp time, and city contributions to a retirement plan 
for vested employees. EEO. Applications available at 2304 Manchester Dr, The Village, OK 
73120 and www.thevillageok.org/resources/ . 
 
Requirements: 

 Must be 18 years or older. 
 Must possess a high school diploma or GED. 
 Must possess a valid Oklahoma Driver’s License. 
 Must pass a drug screening & background check. 

The ideal candidate will be computer literate, flexible, focused and detail-oriented with strong 
written and verbal communication skills, strong Microsoft Office skills and strong organizational 
skills. Candidates with knowledge of InCode Court software and Oklahoma traffic laws are 
strongly preferred.  

Responsibilities: 

 Accurately maintain both written & electronic court records, including those that are 
confidential & sensitive.  

 Assist public in scheduling court dates, making payments, and setting up payment plans.   
 Report dispositions of traffic & other municipal violations to the appropriate agencies 

within the lawful time frames. 
 Assist the Municipal Judge & City Prosecutor both during the weekly court sessions, and 

in carrying out any City-related business they may have over the course of the week.  
 Prepare, issue & maintain court documentation such as license suspensions, subpoenas, 

warrants, fine schedules, court calendars, bail bondsman licensures and more. 
 Transfer old court records to an electronic system & create in-software merge 

documents as needed. Work with software company to correct any issues we may be 
experiencing.  

 Maintain current knowledge of state traffic & municipal court law and relay changes to 
office staff.  

 Regularly audit court records to ensure accuracy.  
 Assist City residents in making utility payments & setting up sanitation service as 

needed.  
 Perform other duties as assigned.  


