
 
 

DUTIES FOR JP #2 COURT CLERK 

 

Specific Duties: 

 

Deal with the day-to-day routines associated with the office. 

Often situations will arise that will necessitate deviation from normal policies and these 

deviations must be cleared with the Judge before implementation. 

 

1. Evaluating and accepting civil actions for Small Claims and Justice Court. 

2. Enter all Civil suites and Felonies into the computer for processing and ensuring that 

each case is assigned a number sequentially. 

3. Establishing and maintaining current case files for each case filed. 

4. Preparing and issuing citations for the constable for service or by mailing citations to 

the addresses listed in the petition. 

6. Annotating in the computer and in the case file any correspondence or action that 

occurs while processing the case. 

7. Collecting and receipting all monies paid over to the Court for civil process 

preparation, fees, constable service, mail service, or any other fees collected by the clerk 

for duties performed or services rendered. 

8. Preparing for the approval of the Justice all required monthly reports. 

9. Keeping and maintaining a Magistrates Docket and entering all cases by number and 

sequentially. 

10. Maintaining a Felony Examining Trial Docket and preparing and maintaining strict 

control over all documents and turning all documents over to the District Clerk once 

indictments are returned by the DeWitt County Grand Jury. 

11. Maintaining any new Felonies filed with JP #2 and turning all files and all 

correspondence to the DeWitt County District Court for their files. 

12. preparing all correspondence required to process any given case. 

Issuing Trial Setting and Hearing as directed. 

13. Preparing all civil writs, abstracts, subpoenas, summons or other civil process as 

directed. 

14. Preparing and disseminating all correspondence required to process all civil, 

magistrate or felony cases. 

15. Preparing hard copies of computer generated docket sheet for Civil, Felony and 

Magistrate dockets when the cases are closed and maintaining indexes of such cases for 

easy and rapid access when required. 

16. Performing all other clerical duties as required by the Justice. 

17. Assisting any person desiring to conduct business with the Court. 

18. Answering and returning phone calls relating to the Court Business. 



19. Maintaining all files and cases in a current condition. 

20. Attending any and all conferences as directed. 

21. Coordinating office business with any other governmental agency or office  

22. Complying will approved County procedures. 

23. Keeping the Justice of the Peace informed of needed supplies and material. 

24. Assist the Judge in the Death Certificates and dealing with families. 

25. Assist in the dealing with Travis County Medical Examiner’s Office. 

26. Receipt all Motions for Dismissal from the District Attorney’s Office and give them 

to the Dispatcher. 

27. Once returns are given to the Court I have to create a list on each file of what is in 

each file and transfer to the District Clerks Office. 

28. Keep files on all Felonies that have been No Billed, or Dismissed from Grand Jury. 

29. Receipt Bond’s for Felony Cases once received from the Sheriff’s Secretary that the 

Justice is the keeper of the record. 

30. Process all paper work and mail out all the Summons for appearance to court. 

31. Set up Court room and notify all the proper people to appear for Court. 

32. Make Deposits to the County Treasures Office. 

33. Assisting any person conducting business with the Court. 

34. Assisting any person doing payment thru certified payments (internet). 

35. Posting all credit card payments from certified payments to each citation being paid. 

36. Printing Judgments on all Class C Misdemeanors once a plea has been received by 

the court whether in person or by mail. 

37. Keeping the Judge informed of all situations during the daily work hours. 

38. Process all Truancy cases from filing petition, setting trial, send notice to all parties 

set court date and enter disposition or continuance of said cases. 

39. Enter citations and import citations from DPS, set arraignment dockets, show cause 

dockets, plea dockets, pre-trials, trial and jury summons 

40. Coordinate with District / County clerk’s office for jury pool. 

41. Assist in courtroom proceedings all dockets and dispositions 

42. Track all criminal cases to include payment plans,  
 

The Clerk(s) of the court are Cross-Trained to handle all the duties required to be 

performed in this office. Prepare Class C Warrants, Class A and B Warrants, Felony 

Warrants, Search Warrants, Capias Pro Fines, Recall Warrants and Capias Pro Fines.  

Keep the Judge informed of all situations that may arise throughout the day.  
 

MONEY: Clerk is responsible for keeping a daily cash box which is balanced daily and 

to make sure that my cash boxed is locked daily.  Random audits are done by the 

Auditor’s Office. 
 

 

 

 

 

 



OFFICE DEMEANOR:  It is very important that the Clerk is courteous at all times to 

anyone conducting business with the office.  This applies to telephone conversations as 

well as personal visits.  Clerical behavior is a direct reflection upon the office and upon 

the judicial profession as well as our Justice of the Peace.  The clerk will attempt to 

obtain the information or, direct the person to the proper office where they can obtain the 

assistance.  This is the people’s court and this Court sees a lot of the public. 

 

 

 

OFFICE CLEANLINESS: A clerk is not required to perform general janitorial duties 

however the office shall be uncluttered and presents a favorable impression.  Keeping 

each desk and work areas free from trash and spills and keeping all forms and 

correspondence neatly filed.  Keeping the work area clean does improve the general 

appearance of the office. 

 

OFFICE ATTIRE: The office of the Justice of the Peace is a professional office and the 

clerk will always dress professional and have casual business dress on Friday’s.  

 

COMPLAINTS:  The clerk will take complaints that are received via telephone or from 

actual visits by defendants and if unable to help them then they are forwarded onto the 

Judge. 

 

CONFIDENTIAL INFORMATION: The Justice Court is often privy to sensitive 

information.  Any information that involves the lives of others, more especially minors.   

After visiting with the public it is the clerks responsibility to inform the Judge of any 

situation that any individual may have and to deal with it to the best of the Courts ability 

without giving legal advice.  All sensitive documents must be placed in a secure storage 

when not in use.  Felony information crucial to any case must always be maintained in a 

file cabinet. The clerk is to  release felony information to Attorney’s and etc. once 

requested in writing. 

 
 

 

 

 

 

 

 

 

 

 

 

 

      

       


