
What Does a Court Clerk Do? Job
Description, Duties, and Key Tools

Court clerks are the administrative backbone of the judicial system. They
manage the records, paperwork, and procedural logistics that allow courts
to function, yet their role is often misunderstood by people outside the
legal profession. Whether you are considering a career as a court clerk,
working with court clerks in a legal practice, or researching the court
system, this guide explains what court clerks do, what skills the job
requires, and what tools modern court clerks rely on.

What Is a Court Clerk?

A court clerk, also called a judicial clerk or clerk of court depending on the
jurisdiction, is a court official responsible for maintaining court records,
managing court dockets, and supporting the administrative functions of a
judge or judicial panel. Court clerks work in federal courts, state courts,
county courts, family courts, and specialized courts including bankruptcy,
probate, and traffic courts.

The title ‘court clerk’ covers a range of positions. A clerk of court is typically
an elected or appointed official who manages an entire court’s
administrative operation. Individual courtroom clerks work day-to-day with
a specific judge. Law clerks are typically law school graduates who assist
judges with legal research and draft opinions, a role distinct from the
administrative court clerk.

Core Court Clerk Duties

The day-to-day responsibilities of a court clerk depend on the court’s size,
jurisdiction, and administrative structure. Common duties across most
court clerk roles include:



Maintaining official court records. Court clerks create, file, and preserve
the official record of every case that passes through the court. This includes
pleadings, motions, orders, judgments, exhibits, and transcripts. Accurate
record maintenance is the foundation of the appellate process and public
access to justice.

Managing the court docket. Court clerks schedule hearings, trials, and
other proceedings on the judge’s docket. They coordinate scheduling
between judges, attorneys, and court personnel, issue notices to parties,
and update the docket when proceedings are continued or rescheduled.

Processing court filings. When attorneys or self-represented litigants file
documents with the court, the court clerk receives, reviews, and processes
those filings. This includes verifying that documents are properly formatted,
signed, and accompanied by required fees. Many courts now accept
electronic filings through e-filing systems that court clerks help manage.

Administering oaths. Court clerks administer oaths to witnesses, jurors,
and newly admitted attorneys. In federal courts, the clerk of court may
administer the oath of office to certain officials.

Collecting court fees and fines. Court clerks collect filing fees, fines, and
other court-related payments. They maintain financial records and reconcile
payments against case records.

Assisting the public. Court clerks are frequently the first point of contact
for members of the public who have questions about court processes, filing
requirements, case status, and accessing court records. Clerks must explain
complex procedural requirements in accessible terms without providing
legal advice.

Issuing legal documents. Court clerks issue summonses, subpoenas, writs,
warrants, and other court orders as directed by the judge. They certify
copies of court records for use in legal proceedings.

What Skills Do Court Clerks Need?

Court clerks need a combination of administrative precision, legal
knowledge, and interpersonal skills. Attention to detail is non-negotiable:
errors in court records or docket entries can have serious legal



consequences. Organizational skills matter because court clerks manage
high volumes of cases and documents simultaneously. Familiarity with legal
terminology, court procedures, and jurisdictional rules is essential and is
typically developed through on-the-job training or formal legal studies.

Communication skills are important in both directions. Court clerks must
communicate clearly with judges, attorneys, law enforcement, and
members of the public, often managing high-stress situations where parties
have significant legal interests at stake.

What Tools Do Court Clerks Use?

Modern court administration relies on a range of technology tools.
Understanding what tools court clerks use helps attorneys, legal support
staff, and legal technology providers work more effectively with the court
system.

Case management software. Courts use specialized case management
systems to track the status of every case on the docket, schedule
proceedings, manage documents, and generate the reports that courts use
for administrative oversight. Common platforms include Tyler Technologies
Odyssey, Journal Technologies eCourt, and various state-specific systems.

Electronic filing systems. Most federal courts and an increasing number of
state courts accept or require electronic filing through systems like PACER,
File and Serve, and state-specific e-filing portals. Court clerks manage the
intake and processing of electronically filed documents through these
platforms.

Document management systems. Court clerks use document
management tools to store, retrieve, and share official court records. These
systems must support long-term preservation, chain of custody
requirements, and public access standards.

Legal billing and time tracking software. While court clerks themselves
typically do not bill for their time, the legal professionals who interact with
courts, including attorneys, paralegals, and legal support staff, rely on legal
billing and time tracking software to capture billable hours spent on court
filings, appearances, and related work. Platforms like TimeSolv allow



attorneys to log time spent on court-related activities by matter, ensuring
that all court appearance time, document preparation, and filing
coordination is captured and billed accurately.

Financial management tools. Courts that collect filing fees, fines, and
other payments use financial systems to record transactions, generate
reports, and reconcile accounts. These tools integrate with the court’s
overall case management system to link payments to specific cases.

Communication platforms. Court clerks coordinate with attorneys,
parties, witnesses, and other court officials through a combination of email,
phone, and increasingly secure messaging platforms. Notice of hearings,
case updates, and scheduling changes are distributed through official court
communication systems.

How Attorneys Work Most Effectively with
Court Clerks

Understanding the court clerk’s role helps attorneys work more efficiently
within the court system. Court clerks are bound by court rules and cannot
provide legal advice, but they can explain procedural requirements, confirm
filing deadlines, and verify the status of pending matters.

Filing complete, correctly formatted documents reduces the clerk’s
processing burden and speeds the handling of your matter. Meeting filing
deadlines reduces the need for emergency communications with the clerk’s
office. And treating court clerks with the same professional respect you
would extend to any court officer reflects well on you and your clients.

For law firms, capturing time spent on court-related activities accurately,
including time spent on the phone with the clerk’s office, preparing filings,
and attending hearings, is a billing discipline issue as much as a practice
management one. TimeSolv’s matter-based time tracking makes it easy to
log that time on the go rather than reconstructing it back at the office.

Court Clerk Career Path



Entry-level court clerk positions typically require a high school diploma or
associate’s degree, with many courts preferring candidates with legal
studies coursework or prior legal office experience. Advancement within the
court system can lead to supervisory clerk roles, deputy clerk of court
positions, or the elected or appointed clerk of court role in county and state
courts.

Many court clerks pursue continuing education through the National
Association for Court Management or their state’s court administration
training programs.


