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ANNOUNCEMENT OF JOB OPENING 
Deputy Register – Probate/Juvenile 

Full-time 40 hours per week 
 

General Summary:   
 

Under the supervision of the Probate/Juvenile Court Director and direction of the Probate Register, 
performs a variety of tasks related to the processing of juvenile, guardianship and related probate matters.  
Set up files, receives, reviews, prepares and files legal documents and provides information to attorneys 
and the public regarding the processing of probate matters. 

 
Qualifications:   
 

• Education:   High school graduate or equivalent.  Associates degree/certificate as a legal 
assistant/legal secretary or equivalent legal work experience preferred. 

• Experience:  One year of prior clerical experience preferably in a legal or court setting.  Experience 
with JIS system preferred.  Proficient with the use of Microsoft Office 2007 or higher. 

• Other Requirements:  Must complete and pass pre-employment physical, drug screen and 
background check; must be a quick learner with the ability to multi-task.  Strong reading, writing and 
verbal communication skills required.  Will be required to pass typing and general Microsoft Office 
proficiency testing. 

 
Salary:   

 
$29,630 to $35,555 annual 
 

Benefits: 
 
Membership in Municipal Employees Retirement System (MERS) defined contribution.  Holiday pay; 
After 90 days health and life insurance; After 120 days, sick and vacation accruals. 

 
Evaluation Method:    
 

Personal Interview and clerical test. 
 

Application Procedure:  
 

A County Employment Application along with resume and cover letter must be submitted to: 
 
Administrative Services Office  
Suite 2100, 100 State Street 
St. Johns, MI 48879 
 
An application and complete job description is available at: 
http://www.clinton-county.org/Departments/HumanResources.aspx  

 
Application Deadline: 
 

Open until filled 

EOE/Reasonable accommodation upon request. 
 

CLINTON COUNTY IS AN AFFIRMATIVE ACTION, EQUAL OPPORTUNITY EMPLOYER 
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