
Morristown Town Court 
PO Box 240, 604 Main Street 

Morristown, NY 13664 
315-375-4148 

 

Clerk to the Town Justice 
Department: Morristown Town Court 
Full Time: 30 hours per week  
 
Job Description: This position is appointed by the Morristown Town Council and the 
Town Justice and is responsible to the Chief Administrative Court Clerk. The Justice 
Court hears criminal, civil, eviction, and small claims matters as well as traffic cases. 
The Justice Clerk assists the Justice while in court. The Court Clerk also serves as a 
backup for the Town Bookkeeper with limited responsibilities, such as paying invoices 
and processing payroll. Other duties may be assigned as needed. 
 
Duties:  

●​ Work in an office environment and in court. 
●​ Assist the Justice on the bench during court proceedings on the first and third 

Monday of each month. 
●​ Prepare court calendars and dockets. 
●​ Prepare new court files, including entering new cases and uploading all cases in 

the DAT (Desk Appearance Ticket) and Courtroom program. 
●​ Organize all court documents and files.  
●​ Prepare orders, warrants, orders of protection, probation requests, and any other 

forms 
●​ Collect funds, reconcile receipts, prepare deposits, reconcile bank accounts, and 

prepare administrative reports. 
●​ Enter and report convictions on criminal and traffic matters as well as results for 

small claims and eviction matters. 
●​ Arrange for foreign language and deaf interpreters for court proceedings as 

needed. 
●​ Communicate, respond to inquiries, and interact with outside agencies including 

but not limited to law enforcement agencies, District Attorney’s Office, Public 
Defender’s Office, and many others. 

●​ Schedule any jury or traffic trials. 
●​ Prepare fine notices for guilty pleas and supporting deposition requests. 



●​ Download criminal history reports from E-Justice (requires passing a class to be 
certified to receive such reports). 

●​ Serve as a backup for payroll and the accounting program for paying invoices. 
●​ Complete yearly New York Court training. 

 
Skills: 

●​ Willingness to learn and adapt. 
●​ Be highly organized and prioritize workload. 
●​ Demonstrate good judgment. 
●​ Trustworthy and able to maintain confidentiality. 
●​ Ability to multitask and remain accurate.  
●​ Communicate effectively both orally and in writing. 

 
 
Minimum Qualifications: Successful completion of high school or possession of an 
equivalency diploma; experience in an office environment and experience interacting 
with the public is preferred but not necessary. 
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