
 

 

 

 

POSITION VACANCY 

 

Cass County 4th District Court 

Law & Courts Building 

 

DISTRICT COURT ADMINISTRATOR/MAGISTRATE/GRANT FINANCIAL OFFICER 

Wage range: $60,890-$79,157 (currently Pay Grade 13, non-union) 

 

NOTE: 

This is an informational posting only. If you are interested in this position, please send your 

cover letter and resume’ and completed county application to: Carol Bealor, Court 

Administrator, via email: carolb@cassco.org. Drug test and background check required. EOE. 

 

  

mailto:carolb@cassco.org


CASS COUNTY COURTS 

EMPLOYMENT OPPORTUNITY 

 

District Court Administrator/Magistrate/Grant Financial Officer –Under the direction of the 

District Court Judge, manages all non-judicial functions of the District Court.  Directs District 

Court staff engaged in processing civil, criminal and traffic cases, and District Court staff 

providing probation services and performing magisterial duties.  Responsible for personnel 

management, case flow management, fiscal management, program planning, facilities 

management and other administrative functions.  Serves as Chief Clerk of the District Court. 

Serves as a District Court Magistrate as prescribed by statute and court rule.  Serves as Financial 

Officer for the Court’s state and federal grants. Juris Doctorate from an accredited law school or 

Master’s degree in court administration, business administration, public administration, 

management or related field that qualifies the person to fulfill the duties of this position 

preferred. Extensive criminal justice or civil justice experience and proven success in 

administration and management may be considered in lieu of educational requirements. Four 

years of District Court experience involving the processing of traffic and/or criminal cases or 

related experience such as law enforcement is desirable. Registered voter residing in Cass 

County able to qualify to serve as a Magistrate in District Court. Wage range: $60,890-$79,157 

(currently Pay Grade 13, non-union). Please send your cover letter, resume’ and completed 

county application to Carol Bealor, Court Administrator, via email: carolb@cassco.org. Cass 

County has a drug testing policy and an offer of employment will not be extended to any 

candidate who fails the drug test. EOE.  

Employment application can be obtained at: https://casscourtsmi.org/wp-

content/uploads/2019/09/Employment-Application.pdf 
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CASS COUNTY COURTS 
JOB DESCRIPTION 

 
DISTRICT COURT ADMINISTRATOR/MAGISTRATE/GRANT FINANCIAL OFFICER 
 
Supervised By: District Court Judge 
 
Supervises:  Employees of District Court as directed by the District Court Judge 
 

 
All Court employees are subject to the Chief Judge Rule, MCR 8.110, including MCR 8.110 
(C)(3)(d) which gives the Chief Judge authority and responsibility to supervise the performance of 
all court personnel, with authority to hire, discipline, or discharge such personnel, with the 
exception of a judge's secretary and law clerk, if any. 
 

 
Position Summary: 
 
Under the direction of the District Court Judge, manages all non-judicial functions of the District Court.  
Directs staff engaged in processing civil, criminal and traffic cases, and staff providing probation 
services and performing magisterial duties.  Responsible for personnel management, case flow 
management, fiscal management, program planning, facilities management and other administrative 
functions.  Serves as Chief Clerk of the Court. Serves as a District Court Magistrate as prescribed by 
statute and court rule.  Serves as Financial Officer for the Court’s state and federal grants. 
 

Essential Job Functions: 

An employee in this position may be called upon to do any or all of the following essential functions. These 
examples do not include all of the duties, which the employee may be expected to perform. To perform this job 
successfully, an individual must be able to perform each essential function satisfactorily. 

 
1. Upon implementation of OnBase EDI System for this position, this position shall be trained on 

and timely become proficient in navigating and utilizing OnBase EDI System including 
uploading and indexing functions and timely processing of documents in assigned OnBase 
queues. 
 

2. Experience with and ability to utilize the Court’s information system (Judicial Information 
Systems [JIS]) to perform job related functions is desired and in the absence of such 
experience the willingness and ability to gain the necessary knowledge is required. 

 
3. Engage in regular training to maintain current knowledge related to all job functions as well as 

to develop additional knowledge necessary to carry out job functions. 

Administrator Duties: 

4. Directs the activities of the District Court staff.  Responsible for all personnel management 
functions, including interviewing new staff and providing input for hiring of staff; coordination of 
providing staff orientation and training; assignment of work; monitoring and approving 
employee attendance and vacation/ETO time; evaluating and overseeing work performance 
and initiating corrective measures and/or recommending discipline. 
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5. Monitors and evaluates court services, case processing activities, legislation and court rules. 
Regularly confers with the Judge and staff to discuss case processing activities, concerns and 
problems. 

6. Develops and implements administrative and case processing policies and procedures to 
improve court services and ensure compliance with applicable statutes, court rules and 
accepted accounting practices. 

7. Ensures timely case processing, scheduling and submission of mandated reports to the State, 
such as Caseload Report; Counsel Appointment Report; Delay in Matters Submitted to Judge; 
Delay in Criminal Proceedings; Drug and Drunk Driving Case Reimbursement Report; Jury 
Statistics Report; Magistrate’s Financial Report; Outstanding Receivables/Aging Report; Court 
Costs Imposed and Collected; and Abstract Report to Secretary of State. 

8. Generates and reviews monthly computer-generated reports to identify potential risk 
management problems. 

9. Oversees LEIN (Law Enforcement Information Network) audits and provides supporting 
documentation, explanation and computer records as required.  Meets with Judge and LEIN 
TAC regarding audit findings and implementation of audit requirements and ensures that 
requirements are met. 

10. Meets with court patrons, attorneys and other court users to address concerns and questions 
about court operations, policies and procedures, including investigating complaints and taking 
appropriate action to resolve. 

11. Represents the Court to County and State officials and agencies, law enforcement, local bar 
associations, the media and other agencies, to explain court policies and procedures, address 
issues, explain status of cases, respond to requests for services and coordinates programs 
and services. 

12. Monitors and supports Judicial Information Systems computer system for the Law & Courts 
Building, including communicating system updates and problems to staff, maintaining and 
updating security files for all District Court personnel, adding all new Court users for all Cass 
County Court employees using the JIS case processing system for Cass County, disabling use 
of the JIS case processing system for all Court employees when they leave employment of the 
Cass County, and coordinating purchase, installation of and training for various software 
systems utilized by the District Court.  

13. Maintains Judicial Information Systems District Court case processing system offense codes, 
adds offense codes as new charges are presented to the Court for entry, adding SOS 
(Secretary of State) codes if applicable; amends system offense codes as required by 
statutory changes; and annually updates the list of Court holidays on the JIS calendar. 

14. Oversees and directs records destruction and archive storage in accordance with State Court 
Administrative Office policy. 

15. Assists staff with case processing and procedural problems and performs various District 
Court support functions in the absence of staff. 
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16. Analyzes and makes recommendations with respect to facilities such as facilities space 
allocation, environment, handicap accessibility, security, maintenance, furnishings and 
technical considerations. 

17. Serves on and attends meetings for various committees related to the Courts and County, 
such as Core Team for District Court’s state and federal grants; Cass County Courts’ Judicial 
Council; MIDC group; Court Policy and Procedures group for creation and implementation of 
the Court’s new Court Employees’ Handbook; County Department Head meetings; and other 
groups that are formed to develop policies and procedures as new requirements or 
recommendations from SCAO arise. 

18. Serves as Administrator for the Court’s electronic ticketing system (iyeTek); annually updates 
current year’s arraignment dates in system; updates Court’s users; updates Statute Code 
Table for list of offenses and pre-set fines and costs. 

19. Annually prepares the Magistrate Duty Schedule for the Court to identify which Magistrate is 
on-call for each two-week period of the ensuing fiscal year; provides the Schedule to law 
enforcement, Prosecutor’s Office and the District Court Judge and Magistrates. 

20. Once District Court is underway with document imaging and E-filing, will need to be proficient 
in the OnBase Electronic Document Imaging (EDI) system to use and supervise the functions 
to scan, index, file, etc. and conduct document searches, as well as to assist attorneys and 
public with using the E-filing system. 

 

Budgetary and Financial Duties: 

21. Prepares annual District Court budget request.  Assists in budget presentations and provides 
supportive documentation. 

22. Submits biweekly claims for payment of all District Court and Sobriety Court invoices received; 
inputs invoices into County Administrator’s accounting software; and monitors and journalizes 
corresponding budget expenditures.  Identifies potential budget problems and requests 
budgeted line item transfers or appropriations as necessary.   

23. As Financial Officer for both state and federal grants, prepares monthly expenditure reports for 
each grant for all Core Team meetings and at the end of each quarter; inputs quarterly 
financial reports and requests for reimbursement from each grant source into the state’s grant 
tracking software (Webgrants) and the federal grant software (GMS and GPRS).  Updates 
SAM (System for Award Management) registration with the federal government each year. 

24. Prepares bi-weekly payroll time report and inputs timesheet data into the County 
Administrator’s accounting software; journalizes and monitors employees’ time off banks. 

25. Oversees, reviews and verifies daily deposits to both the general depository and 
bond/restitution accounts; serves as liaison between the Court and the bank. 

26. Is an authorized check signer for both bank accounts maintained by the District Court.   

27. Serves as back-up during absences of Deputy Collections Clerk for preparation of daily 
reconciliations and bank deposits for both of the Court’s bank accounts.  
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28. Oversees and assists Judicial Assistant/Account Clerk with monthly reconciliation and 
balancing of the Court’s two bank accounts.   

29. Reviews open bond/restitution/trust account reports bi-monthly to ensure proper attachment of 
bonds to cases; application, forwarding or refunding of bonds in a timely manner; and timely 
pay-out of restitution and trust payments received. 

30. Monitors open bonds/restitution/trust account reports for escheat of unclaimed property to 
State Treasurer and sends necessary and timely escheat notices to payers.  Annually 
prepares escheat reports, inputting required data into HRS software for reporting of escheated 
property, and timely submits reports and monies held by the Court on the Annual Escheats of 
Unclaimed Property report to the State Departments of Treasury for each state of residence of 
individuals for whom the Court is holding unclaimed property. 

31. Reviews various JIS reports on a monthly basis as they relate to cash processing and case 
processing; review reports with Judge.  Generates and submits required Crime Victims’ Rights 
report to state.  Prepares Judgments After Bond Forfeiture for Judge’s signature and 
processing by Deputy Clerks. 

32. Oversees state financial audits and provides supporting documentation, explanation and 
computer records as required. Meets with Judge and auditors regarding audit findings and 
implementation of audit recommendations and ensures that audit recommendations are 
implemented. 

33. Oversees application of credit card payments to accounts. Oversees the receipt and 
verification of Government Payment Services reconciliation reports to ensure receipt of 
payment for credit card transactions. 

34. Reviews accounts receivable, including overseeing determination as to whether credit should 
be given for alternate jail time served, makes necessary adjustments to accounts receivable 
records for alternate time served. Identifies uncollectible cases and writes off amounts due in 
appropriate cases, oversees and assists with collection efforts. Directs the Deputy Collection 
Clerk to schedule show cause hearings and/or to prepare bench warrants for failure to pay. 

35. Generates reports and identifies which defendants to include in the annual Michigan Income 
Tax Garnishment collection process conducted by District Court.  Assists Deputy Collections 
Clerk in processing and timely submitting the Income Tax Writs of Garnishment to the State of 
Michigan.  Tracks payments received as a result of the Income Tax Garnishment process. 

36. Supervises and assists Collections Clerk in sending out COLLECT software mailers, setting up 
installment payment arrangements and monitoring for regular payments. 

37. Maintains Judicial Information Systems cash system codes and amends system fees as 
required by statutory fee changes.  

38. Maintains and posts listing of common traffic fines for public view. 

39. Submits monthly transmittals for both County and State of Michigan and sends monies to be 
transmitted to the County to the County Treasurer; enters invoice in the County’s accounting 
software for monthly submission of the monies transmitted to the State of Michigan. 
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Magistrate Duties: 

40. Accepts and examines criminal complaints and examines witnesses as necessary in order to 
determine probable cause for issuing original arrest warrants after authorization by the 
Prosecuting Attorney.  Ensures that original warrants are sent to appropriate police agency for 
entry into LEIN after issuance. 

41. Examines affidavits for search warrants from law enforcement officers, determines existence 
of probable cause, administers oath to affiants, and issues search warrants. 

42. Sets or denies bail in criminal matters based on seriousness of charge, likelihood of the 
accused party’s court appearance, and other relevant factors.  May set conditions for bond or 
commit accused persons to jail in lieu of bail.  

43. Conducts arraignments in criminal matters in Courtroom and over-the-counter; fixes bail and 
accepts bond; monitors jail for uncharged prisoners not yet arraigned in accordance with a 
scheduled plan for judicial availability, processes indigent counsel appointments when 
appropriate, and schedules further court proceedings. 

44. Advises defendants of rights, secures signatures on Advice of Rights form, can accept guilty 
pleas and sentences defendants for misdemeanors within Magistrate’s statutory jurisdiction, 
considering defendant’s record and other relevant factors. 

45. Conducts informal hearings in civil infraction violations, explains the law and procedures to 
parties, hears testimony, examines witnesses under oath, makes findings of fact and 
conclusions of law, and assesses appropriate sanctions upon findings of responsibility, or 
dismisses case as the evidence warrants. 

46. Accepts admissions of responsibility and admissions with explanation in civil infraction cases, 
considers defendants’ verbal or written explanations, and makes appropriate disposition of 
cases, including assessing fines and other sanctions permitted by law. 

47. Takes action on overdue cases, authorizes issuance of bond forfeiture notices and ensures 
that necessary enforcement action is taken for failure to appear, and/or failure to comply with 
civil infraction judgments and petitions for orders to show cause and for issuance of bench 
warrants. 

48. Serves in an on-call status for issuance of search warrants and arrest warrants, makes a 
determination of probable cause and sets bond for felony and domestic violence arrests after 
hours, on weekends, holidays and during unanticipated court closures. 

49. Provides non-legal advice and assistance to both the public and court staff. 

50. Performs civil wedding ceremonies. 
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Required Knowledge, Skills, Abilities and Minimum Qualifications: 

The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the job. 

1. Juris Doctorate from an accredited law school or Master’s degree in court administration, business 
administration, public administration, management or related field that qualifies the person to fulfill 
the duties of this position preferred. Extensive criminal justice or civil justice experience and 
proven success in administration and management may be considered in lieu of educational 
requirements. 

 
2. Four years of District Court experience involving the processing of traffic and/or criminal cases or 

related experience such as law enforcement is desirable.   
 
3. Registered voter residing in Cass County able to qualify to serve as a Magistrate in District Court.   
 
4. Successful completion of State Court Administrative Office Magistrate training course on traffic law 

adjudication and sanctions. 
 
5. Course work in criminal law and procedure desired. 
 
6. Previous experience in a supervisory capacity in an administrative, managerial or court position.  
 
7. Considerable knowledge of accounts payable and receivable, budgeting and general ledger 

systems. 
 
8. Knowledge of generally accepted accounting and bookkeeping principles. 
 
9. Experience with Judicial Information Systems District Court case processing system is desirable. 

 
10. Knowledge of applicable policies and procedures governing the hiring, employment and 

separation of employees. 
 

11. Skill in mentoring and training employees with varying educational backgrounds and aptitudes. 
 

12. Skill in anticipating potential personnel issues and taking appropriate action. 
 

13. Ability to understand managerial policies and prioritize the needs of District Court. 
 

14. Ability to explain complex policies and processes in layman’s terms. 
 

15. Effective leadership skills as well as considerable independent judgment, personal discretion, and 
resourcefulness is required. 
 

16. Ability to think analytically and apply sound judgment, solve problems, make effective decisions, and 
act with integrity. 
 

17. Demonstrated ability to communicate effectively, verbally and in writing, and the ability to pay 
attention to detail including the ability to detect errors, determine causes, and make corrections as 
appropriate. 
 



 
 
 

 
 
7 

18. Working knowledge of the State of Michigan court system, procedures, court rules and statutes, 
specifically related to District Courts; and in the absence of such knowledge, a desire, willingness and 
ability to timely obtain such knowledge. 
 

19. Ability to consistently demonstrate sound ethics and judgment and to model the same to co-workers. 
 

20. Demonstrated ability to maintain professional integrity and respect for colleagues, co-workers, 
parties, attorneys, and the general public and the ability to effectively meet with and interact with 
the general public. 
 

21. Ability to maintain office confidentiality and handle stressful situations. 
 

22. Skill in prioritizing and completing work assignments as well as skills in supervising/monitoring work 
assignments of subordinates. 

23. Knowledge of legal terminology, format and standard legal instruments and in the absence of such 
knowledge a desire, willingness and ability to timely obtain such knowledge. 

24. Skills in mediation and the ability to handle hostile individuals and in the absence of such skills a 
desire, willingness and ability to timely obtain such skills. 

25. Ability to be impartial and make timely decisions. 

26. Ability to type accurately and quickly. 

27. Proficiency in English grammar, spelling, punctuation, and simple mathematical functions, such as 
addition, subtraction, multiplication, and division. 

28. Working knowledge of computers and modern office practices and procedures. 

29. Ability to maintain accurate and organized records.  

30. Ability to use resources effectively and efficiently. 

31. Ability to use office equipment such as telephone, fax machine, scanner, calculator, and computer 
software, including word processing, spreadsheet, database, financial, and email/world wide web. 
Proficiency with the use of Microsoft Office tools including Outlook, Word, Excel, and basic skill in 
PowerPoint is desired. 

32. Ability to use recording, photographic, audio and video equipment. 

33. Able to and willingly engage in positive customer service. 

34. Able to and willingly comply with all Court policies and model the same for co-workers. 

35. All Court employees are expected to and shall comply with the Model Code of Conduct for Michigan 
Trial Court Employees and supervisors are expected to model the same for co-workers. 

36. Court employees, like county employees, are expected to possess and maintain a record of orderly, 
law-abiding citizenship, sobriety, integrity and loyalty as it pertains to and reflects upon their 
employment with the County.  
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37. Court employees, like county employees, must be physically and mentally able to perform the 
essential duties of their position without excessive absences. 

38. All persons filling Court positions, like county positions, are required to have an ability to read, write, 
speak and understand the English language as necessary for the position, including the ability to 
follow written and oral instructions. 

 

Physical Demands and Work Environment: 

The physical demands and work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of the job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to talk or hear. The employee 
is often required to walk, sit or use hands to finger, handle or feel objects, tools or controls. The 
employee is often required to stand, talk, and sit for extended periods of time. The employee is 
required to manage stress, be it from dealing with people under duress, from the confrontation and 
negotiation components of the adversarial process or from the demands of decision making. The 
employee must occasionally lift and/or move objects of light weight. The noise level in the work 
environment is typical of a busy office or courtroom, ranging from quiet to moderate. 
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