Gina M. Hartman
Huron County Clerk of Courts

Courthouse - 2 East Main Street, Norwalk, Ohio 44857
419-668-5113 FAX 419-663-4048
Title Office - 305 Shady Lane, Norwalk, Ohio 44857
Title Office 419-668-5717
email: ginahartman@huroncounty-oh.gov web site: huroncountyclerk.com

PROFESSIONAL JOB OPENING

The Huron County Clerk of Courts is accepting applications for a full-time Legal Department
Clerk. The applicant must be intelligent, a quick learner, detail oriented, efficient and able to
work amicably with the public, co-workers and supervisor.

Qualified candidates must have broad knowledge of office practices and procedures including:
excellent computer keyboarding and bookkeeping, knowledge of WINDOWS based computer
systems, analytical and organizational skills, efficient filing capabilities and outstanding
communication skills. The position requires the ability to perform multiple tasks, manage
interruptions and work independently. The candidate must have the ability to maintain
harmonious and respectful working relationships with the public and employees.

Excellent County benefits including health and life insurance, vacation, holidays and OPERS
(the State of Ohio Retirement Plan) are part of the total compensation plan.

A completed application and resume must be received by October 3, 2025 for consideration.

na M. Hartman

Affirmative Action/EEO Employer
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NOTICE —JOB OPENING

The following is posted to notify the public that an entry-level position is available in the
office of the Huron County Clerk of Courts Legal Department.

Job Title: Deputy Clerk of Courts Legal Specialist I

(With opportunity for promotion to Legal Specialist I or Account
Clerk)
Salary: Position Range(($15 - $]‘7 er hour) Excellent Public Employee
Benefits

Nature of Job: See job description for Legal Clerk, Clerk I
This is a full-time unclassified position.

Selection Procedures: Applications will be accepted until 4:30 p.m. October 3,2825 at
the office of the Huron County Clerk of Courts located on the
second floor of the Courthouse at 2 East Main Street, Norwalk,
Ohio 44857. Each applicant must provide a resume with
hecommissioners.com  references and complete a Huron County Application for
Employment. This application is available at the Clerk of
e ""“P\°j ment Courts legal office or online. Interviews for qualified
- Job Apelrc ahon candidates will be scheduled by the Clerk of Courts.

Hours of Work: 40 hour work week
Office hours: 8:00 a.m. — 4:30 p.m., Monday — Friday

Qualifications: The applicant must be intelligent, a. quick learner, detail oriented, -
efficient and able to work amicably with the public, co-workers and
supervisor. Qualified candidates must have broad knowledge of
office practices and procedures including; excellent computer
keyboarding and bookkeeping skills, knowledge of Windows based
computer systems, good analytical and organizational skills, efficient
filing capabilities and outstanding communication skills. The position
requires the ability to perform multiple tasks and independent
judgment. The candidate must have the ability to maintain harmonious
and respectful working relationships with the public and employees.




‘HLVd IS[Y[210Y[o SECEY OO ‘suquImio)

*ON SSVTIO
TVAOUAAV SVA  VOImo0TIs0 "ou[ **2085Y 29 WOS[AN ‘sTewa) 4q padofaaaq 1 3sT[e10ads [e8o]

‘H'ILLL

asn (1) ‘uonejuawnoop JjeInode aredaid (Z1) ‘suonemis
oyraads 03 suonje[ngal 10 ‘so[nI ‘sme] A1dde pue “}o1drejur
‘pugisiopun  (J]) ‘IXAJUOD IBI[IWUE] UM SO[GRLIBA
[e1oads Sutajoaur swojqoid ynm Tesp (Q) 01 AIpIqe .
“juswdinbs 90170 wispour Jo asn (g) ‘wonerado rendmos 4 *(*919 ‘syuownoop
(8) ur IS ‘so1npadoid pue seonoeld 9013J0 (L) ‘seanpaooxd | sdurels oumy ‘soinpeooid Suiy pue sosed SUILIOOUOD  SIAQUINU
Surqy 11009 (9) ‘empadoid [euriIo () ‘oInpasoid [IAIO | oses sudisse (saSEd 1IN0 WM Pa3eId0SSE sjuswnoop [e89] Io/pue
(#) ‘sempado1d woonInod (£) 4:sampadoid pue sarorod | saseo Sury ur orqnd [ersued pue sAoulone 03 douesisse sapiaoid
juounredsp () f9ouards ramndwiod (T) Jo oFpo[mouy] T | “°S'9) SonNp POIR[OI-9JIAISS ISWOISTO JO AJSLIBA B SULIOJRI '

Mfllouv SuUU D O ﬁwcpﬁbbl

([uswAopdwa Ja3ze padofosap sagedpur 4] sapnp urioysad o3 A1essaoou (uogeoyIssepo sty Aq pauriojaad syse; HINLL
) GSHLLITIEY ANV ‘STIDIS ‘HOTATAOND | 191dep 03 papuajut o1e sopq passy sapnp 3qL) SALLOAA AALLVILSA T dJ0 %

09-0¥

:SjudURIMbAX woYRIISISAT I0 “91BIYIIIAI ‘aSUAIN]

: "9ousrradxa
Roﬁoﬁomémaomm&woégQvocoﬂ:m,mousvoooawnmmoouomamoﬁoﬁ83583@8582&3.qoﬁmosvubmucooommoaouoaﬁou

‘uoeuIquIod Jus[eAInba 10 ‘auarradxa YoM ‘Sururen) YiomasmoD) SNOILLVILAITVAO

*(*019 ‘Jeumosiad 991JQO §,3IN0D) JO YIS ISIO SISISSe : sj10dssed piemo;
sjuswAed pue suonesrdde sasse201d pue s9A19931 (s9u0Yda[a) SIOMSUE {SJUSWNIOP SIALIIAI pue sa[yy ‘sjuedonied
Am[ SuruIaouod sp1099I JO AJOLIEA € SUIEJUIRW PUE SIOIN[ SSUNOU PUB S199[9S UONBIUaWNIop [e39] Jo AloLreA poxmbaa
& 53559901d 10/pue soredaid ‘uoneISWNOOP [€39] 10/pue $ISLI JO SUIY S} YIIM SOUBISISSE JOWOISNO SIPIAOId se soynp pejerel Jao smLIoIag
*8°9) 90JQ §,1100D JO JIS[D JUI PIM PIJeIIOSsE sanunp Jo L1orrea e sunojrad ‘uorsiazedns [e1suss 1opu() SALLITIIISNOJSTH 9Ol

‘ON SSV'IO

T30 1 98eq 1 Istreroads 1edo] CHTLIL

JoLorduwry LyrunyroddQ enbyy uy
AINNOD NOYNH
NOILLVIOIAIOHAdS NOILLVOI4AISSVID



ALVA IS[qromyo SEZEY OMO ‘snqum[o)

*ON SSVTIO
TVAOUAAV SVA . MVIMmQ01180 "o *-00ssY 29 Uos[aN ‘swemal) £q padoaraq 1 1s1re10ads [eSery ALLLIL
*(*9310 ‘suwro} s91o[dwoo sFuIIq 9sed $9IB[MIRD
: ‘wasAs Iondwod ojul BJEp SISJUD ‘souoydepel siomsue ‘Surrewr
(61) “D ‘(D (€1 “¢r1) “(21) ‘(1) “(01) 01 Apiqe *(6) | I0F sjuemmd0p saredord {[rew sAINGLUSIP PUE ‘5)108 ‘suado {SIUSWNIOP
“(8) w IS £(22) “(12) “(1) “(9) ‘(@) “(1) 30 98paymouy] °¢ | S3AdMAI pue SI[Y **§°9) SNNP [e9LIA[0 JO AIOLIEA © SULIOJIS] € 0€-0¢
*sa8eiuad1ad pue ‘s[ewIrosp ‘suornoey *(*919 {s9omjou [B39[
ae[nared (€7) “(61) ‘(8T “(L1) “(91) “(ST) “(1) *(€1) “(T1) | Jo Kyevrea e jo uonesriqnd ayy sasseooxd pue sarederd :-030 ‘sjueiresm
‘(11) “(01) 031 AI[Iqe () ‘() UI [IIYS ‘JusUraFeurul SPI0daI | YoIeas ‘JuowSpn{ JO S9IBOLIIID ‘SUOIMNOIIXS SINSSI SISOO SIB[NIEd
(zo) ‘Sureds pue rewrwreid ysiSug (1) ‘Sununoooe | fseSeSiiowr sases[er (IJIISUS 9y JO 9010 Iy ySnoxq Aredoid jo
atseq (02) ‘(L) ‘) () (@ (1) jo 98psmouy -z | ares oy SJUSWINIOP “**3*9) UoTERIuSWNoOp [eS9] JO £1o1reA © soredald 'z 0€-0T
‘sdrysuonefa1 Sunjiom
9A1309)32 urejutewr pue dofeadp (1) orqnd [eiouss pue
S[RIOLJJO UM SI0BJUOD PUB WO SIInbur aAnIsuas a[puey
(81) ‘saanpaooid paystqelsa 01 SUIPIOIIL SPIOIAI UTRIUIRUI
(L1) ‘suopedruNUIUIOD [eGIdA IO/PUB USNLIM JO AJOLIRA
€ pueisIapun (91) :AJ9AII091J9 S1eoIunwIuwiod (G1) :S[eronyjo
Io/pue onqnd woiy sotxmbur oumnor o3 puodsar (1)
‘elep Io9yIeS 031 spoyiew. yoreosar 1adoid (psnunuod) (1)
(usukordua 1a13e padofasap sa3edIpul 4] Sounp uLI0jIad 03 Lxessadoun (uonjediisse[d sy3 Aq pauriojiad syse) HIALL
ru) SHLILITEY ANV ‘STIDIS ‘IDAATMONY | 91dep 03 papuajur a1e sofpq pajsy sou0p D) SHLLAA IATLVILSATI J0 %
‘ON SSVID
T30 7 9%eq I 1s7[e10adg Te3a] ‘ATLLL

Tafodury £yuniroddQ [enby uy

AINNOD NO¥NH | ,_

NOILVDIIDAdS NOLLYDIIISSVIO



