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APPLICATION FOR CLERK OF COURTS OF THE JUDICIAL BRANCH
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Student Government Association
University of Wisconsin-Stevens Point

Name: 
___________________________________
Signature: __________________________________

PLEASE RETURN TO SGA OFFICE (ROOM 052) of the Dreyfus University Center. 
TYPED APPLICATIONS ARE ENCOURAGED 
POSITION DESCRIPTION 

Position Title: 


Clerk of Courts 




* Clerk of Courts is nominated by the Court and approved 




by the Senate’s majority
 
Report to: 


Chief Justice (Head of the Judicial Branch)

Paid hours per week: 

$8.50/hour for 10 hours/week per 15 weeks per semester 
Position requirements:
Minimum of 2.00 GPA, enrolled in at least 6 credits at 




UWSP
Desired skills/knowledge: 
-
Knowledge of UWSP policies concerning student 





organizations

· Organizational and operational skills

· Word Processing and Spreadsheets 

· Knowledge of Front Page/Dream Weaver 

· Familiar with UWSP administration 

· Familiar with student organization’s at UWSP
· Familiar with SGA constitution 

· Familiar with the U.S. jurisprudence 

· Familiar with the U.S. judicial court system
· Self-desire to learn, inquire, and research
· Time management skills
Major responsibilities:
-
Act as the Court’s administrator 
· Schedule hearings before the Court

· Notify all parties involved about time and whereabouts of hearing schedules within 7 business days, after a complaints has been filed

· Create, maintain, copy, and file all documents related to daily functions of the Court

· Prepare the Court’s budget in cooperation with SGA Executive Director.

· Be present at all cases before the Court.  Shall take and publish the minutes from all hearings before the Court
APPLICANT’S INFORMATION AND REFERENCES 

Name: __________________________________________________________________

Local Address: __________________

Local Phone: __________________

Home Address: __________________

Home Phone: __________________

Semesters remaining at UWSP: _____

GPA above 2.00?
Yes
No

Major(s): _______________________________________________________________

Minor(s): _______________________________________________________________

Enrolled for 6 or more credits (undergraduate)?
Yes
No

Enrolled for 3 or more credits (graduate)?

Yes
No

References: (both must be from Stevens Point)

Name: __________________________________________________________________


Address: ________________________________________________________________

Phone: ______________________

 Relationship: ________________________

Title: ___________________________________________________________________

Name: __________________________________________________________________


Address: ________________________________________________________________

Phone: ______________________

 Relationship: ________________________

Title: ___________________________________________________________________ 

 

QUESTIONS 
Please use separate sheets, if necessary; write legibly! TYPED APPLICATIONS ARE ENCOURAGED! 
1.
What is your primary interest in serving as a Clerk of Court of the Judicial 
Branch under Student Government Association?

2.
What are your qualifications and/or personal interests that are related to this 
position?

3.
Write, list, name, and mention all other comments/information that you 
would like the Court to consider:
