Salary Range and Starting Pay for Records Clerk - Court Judicial Assistants (CJA) 
The salary range which is posted in the Judicial Department Job Announcements is the salary range for all levels of employees within the broadband for Court Judicial Assistant (CJA).  This includes individuals with varying years of experience with the Colorado Judicial Branch.  It does not indicate a negotiable starting salary except as noted below.  If after screening of the applications you are selected for an interview, some further details of processes effecting individual salary including  annual performance (P$4P) evaluations, wage survey and budget can be explained.  
The starting salary for 7th Judicial District Court Judicial Assistants (CJA) shall not exceed $2,245.00 based on experience, education and the funding allocated for such positions.  There may be an exception for those applicants who have been previously employed and recently separated from the Colorado Judicial Branch or a recently separated employee of a like system.
Once the two phase interview process is complete and before anyone is offered a job in the 7th JD you will have a criminal background check run through CCIS/NCIS.  This will give us all criminal or traffic convictions nationwide.  It is imperative that you list any felony, misdemeanor or similar convictions you have had in the past.  This includes any alcohol driving or misdemeanor traffic convictions no matter how long ago.  Having a conviction is not a bar to employment.  Failure to provide the information of a conviction is a bar to hire no matter the explanation.   

 To be hired you must also prove citizenship.  To do this you must have a passport issued by the United State Department of State or a Colorado driver’s license and original social security card.  To be paid once hired you must have an original social security card.  If you can’t prove citizenship as above you will not be hired.  If you don’t have a SS card, you will not be paid if hired until we get an original card.  

These things are brought to your attention to help prevent issues if you are offered a job.  
SUPPLEMENT to the 
COLORADO JUDICIAL DEPARTMENT STANDARD APPLICATION

Records Clerk 
Name:  _________________________________________________________________________





(First, MI, Last)
E-mail address:  _______________________________________________________________________________  

This supplement to the Colorado Judicial Department Standard Application is required for those filing an application for the Records Clerk- Court Judicial Assistant.  Please provide full and complete information.  Add pages as required.  The standard application and supplement will be the only documents used to screen applicants for interviews.  TYPE or print clearly.
1. Describe in detail your desktop/lap top computer experience.  Include information regarding the programs you have used and how you have used them.    

2. Provide your experience with scanning paper documents to digital formats such as MS Word, PDF, TIF, JPEG or other such formats.  
3. Provide examples of your experience with records management, if such records were      maintained electronically, and if so, how.
4. Give examples of actions you have taken in previous jobs that demonstrate your ability to work independently and to work at a job until it is complete without constant supervision or direction.  
5.  Describe what skills you possess which make you a good communicator and how you will utilize       them in communicating with subordinates, supervisors, other agencies, or the general public.         Provide a copy of a recent written communication that you feel best demonstrates your ability to       communicate effectively.  
6. List the experience in customer service.  Give examples of how you worked with the public or      internal customers on a previous job.
7. Explain your experience in past jobs that required you to be especially alert to details while      completing a task(s) involved.  













