
The City of Anthony, NM is accepting applications for the following position: 

COURT CLERK 

Department: Municipal Court 

Reports to: Municipal Judge Sarah Holguin
FLSA: Classified Hourly 

Part -Time, Permanent – 20 Hours per week 
Compensation:  $14.00 per hour

MINIMUM QUALIFICATIONS: 

Education: A high school diploma or GED.  

Experience: Two (2) years of experience in court case processing or as a legal secretarial. Candidate will have 
considerable knowledge of general office procedures; organized, have attention to detail.  Skills in the 
operation of the personal computer system, including word processing, 10-key calculator, typing proficiency, 
phone etiquette, use of scanner, copier and fax machine.  Bilingual, English and Spanish is preferred.
Experience Substitution: Attainment of the Judicial Studies Certificate will substitute for one (1) year of 

experience. Additional post-secondary education in a related field may substitute for up to one (1) year of 

experience. 

*No record of felony convictions or other convictions involving moral turpitude. Must have the ability to 
maintain confidentiality in daily operations.
Applicant must submit:

1. Letter of Interest

2. Resume

3. City of Anthony application: https://www.cityofanthonynm.com/forms/

4. Three verifiable references

A complete job description is available at City Hall – 820 HWY 478, Anthony, NM or by contacting the City at 

(575) 882-2983 or website www.cityofanthonynm.com

Application deadline October 23, 2023 at 4:00 pm. Packets may be submitted in person to Municipal Court, 

820 Highway 478, Anthony NM 88021 or by email to jobs@cityofanthonynm.org 
with subject line: COURT CLERK

https://www.cityofanthonynm.com/forms/
http://www.cityofanthonynm.com/
mailto:jobs@cityofanthonynm.org


CITY OF ANTHONY, NEW MEXICO 

Court Clerk - Part Time 

SUMMARY 

Work directly under the supervision of the Municipal Judge; process court documents, 
accurately receipt and reconcile court fines and fees and provide customer service. May be 
assigned supervisory duties under the mentorship of the Judge. 

QUALIFICATIONS 
Education: A high school diploma or GED. 

Education Substitution: None. 

Experience: Two (2) years of experience in court case processing or as a legal secretarial. 

Experience Substitution: Attainment of the Judicial Studies Certificate will substitute for one 
(1) year of experience. Additional post-secondary education in a related field may substitute for 
up to one (1) year of experience.

Certification: May be requested to complete the New Mexico Court Monitor Certification 
Examination. May be required to obtain and maintain certification for the National Crime 
Information Center (NCIC) database. 

Other: Completion of a post offer background check may be required. No record of felony 

convictions or other convictions involving moral turpitude. Must have the ability to maintain 

confidentiality in daily operations.

Knowledge: Office practices; knowledge of court case processing, auditing case files; running 
reports; legal terminology; court fee accounting processes; cash handling procedures; customer 
service practices; Court Clerk's Procedures Manual and Code of Ethics; safety and security 
issues; proper English usage, grammar and punctuation; computer software applications (i.e., 
word processing, spreadsheets, databases, court case management system, e-mail and Internet); 
filing systems; office equipment (i.e., telephone, printer, copier, fax, scanner, etc.); research 
methodology; judicial organizational structure and other courts jurisdictions; local court rules; 
supervisory techniques and court monitoring procedures and equipment. 

Skill & Ability: Skill in working as a team leader; concentration and attention to detail; 
maintaining confidentiality; working independently and managing time effectively while 
handling a high-volume workload in an environment subject to frequently changing priorities 
and high stress; auditing files and correcting errors using the case management system; 
recognizing important case facts that need to be documented in case file or may need further 
action; researching and retrieving information using the case management system or archive 
database; applying legal terminology; maintaining accurate files and records; being organized; 








