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         Classification Description

Official Superior Court Reporter

Department:
Superior Court







FLSA:  Non-Exempt
Job Class #:  
197500







Represented:  No
Pay Range:
0K29

Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION: 

It shall be the duty of each official reporter appointed under RCW 2.32.180 through .310 to attend-every term of the superior court in the county or judicial district for which he or she is appointed at such times as the judge presiding may direct; and upon the trial of any cause in any court, if either party to the suit or action/or his attorney, request the services of the official reporter, the presiding judge shall grant such request, or upon his own motion such presiding judge may order a full report of the testimony, exceptions taken, and all other oral proceedings; in which case the official reporter shall cause accurate shorthand notes of the oral testimony, exceptions taken, and other oral proceedings had, to be taken, which notes shall be filed in the office of the clerk of the superior court where such trial is had. 

QUALIFICATIONS: 

Reporters must be "Certified Shorthand Reporters" as tested and qualified under WAC 308-14-085 and shall maintain certification on a yearly basis with the Department of Licensing. 

REPORTS TO: 

Superior Court Judge. 

DUTIES AND RESPONSIBILITIES: 

The verbatim reporting of all sessions of superior court as directed by the judge, which includes but is not limited to the following:   

Pretrial hearings, impaneling of the jury, opening statements, testimony, closing arguments, exceptions to jury instructions, jury instructions, post-trial hearings, probation and sentencing hearings. 

Reporters must be proficient in reporting a broad range of material accomplished through use of computer-aided stenographic technology, which includes but is not limited to the following: 

All criminal proceedings (burglaries assaults, robberies, 

murders, rapes, etcetera). Being familiar with all criminal court 

rules and regulations and being able to research case cites 

relating to criminal proceedings. 

All civil proceedings (dissolutions, personal injuries, wrongful 

deaths, corporate disputes, property boundary disputes, medical 

malpractice, job/sex discrimination, etcetera). Being familiar 

with all civil court rules and regulations and being able to research 

case cites relating to civil proceedings.

To enable efficient and expeditious production of transcripts, must maintain control and custody of stenographic notes, prepare and maintain detailed chronological log in accordance with applicable superior court rules; the timely securing and indexing of stenographic notes in accordance with superior court clerk rules. 

Works extensively with the prosecutor's office and Department of Assigned Counsel to facilitate the production of required transcripts. 

Coordinates with attorneys, Court of Appeals and Supreme Court in meeting mandatory transcript deadlines, retrieval of exhibits from the clerk's office, and the timely filing of transcripts pursuant to Rules of Appellate Procedure. 

Aids in maintaining order, decorum, and acceptable behavior in the courtroom. Effectively handles hostile or volatile individuals or crisis situations. 

Monitors the progress of the case with counsel and/or the parties, and reports regularly to the court with regard to case progress. 

Maintains communication with the office of the Superior Court Administrator to promote the most efficient use of the court as a whole. 

Responsible for contacting the Managing Court Reporter when a pro tem reporter is needed when the regularly-assigned reporter is ill or absent.

Implements emergency safety and first aid procedures. 

Answers phone and assists in coordination of court's schedule, checking dockets/files, confirming motions. 

Collecting and dispersing mail for the department. 

Acting as liaison between attorneys and members of the public in ensuring necessary delivery of official court documents to the court. 

SKILLS, KNOWLEDGE AND ABILITIES: 

Knowledge of Pierce County local court rules, administrative policies and court procedure. 

Ability to interpret court policy and to apply it to the daily operation of the court. The ability to discern between those instances where court intervention is necessary in responding to daily inquiries and those which can be handled independently by the court staff. 

Ability to act independently to evaluate situations and respond appropriately without supervision. Ability to foresee problems and work to rectify them in an efficient and timely manner. On problems having no precedent, must make prompt, confident decisions. Must produce exceptionally well organized, thorough work and display sound judgment. 

Ability to communicate effectively to verbal communications from those seeking information regarding court policies, procedures and expectations. Clarity is 

essential. 

Ability to receive directions and satisfactorily perform necessary tasks from the Court and be entirely responsible for the completion of the assigned task. This includes but is not limited to the ability to follow complex instructions. 

Ability to maintain confidential information and be implicitly trustworthy. 

Ability to establish and maintain harmonious relationships with persons and groups, both private and public, whose interests may differ from one another. 

Ability to provide prompt efficient assistance and improve public relations whenever possible. 

Ability to sit and maintain total uninterrupted concentration for prolonged periods of time. 

Ability to comprehend and utilize technical information to produce accurate transcripts. 

Knowledge of computer software applications relating to the latest methods of transcript production, along with software dealing with the operation of superior court generally. 

Ability to operate such technical equipment as may be made available to the court and take positive action to familiarize and prepare for anticipated upgrades. 

Knowledge of security, bomb threats, and earthquake procedures, as well as knowledge of CPR and first aid. 
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