
  

  
MUNICIPALITY:  ROBBINSVILLE TOWNSHIP MUNICIPAL COURT  
  
VICINAGE:  MERCER  
  
POSITION TITLE:  Violations Clerk (Part time)   

  
POSTING DATE:  July 10, 2019  
  
DEADLINE DATE:  July 24, 2019   
  
SALARY RANGE: $19.23/hour  

  
  

POSITION DESCRIPTION AND REQUIREMENTS  
  

Applicant is required to have strong customer service skills as well as to be able to answer a high volume of telephone 

calls and in person inquires.  Candidate is required to be detailed oriented with an ability to multitask.  
  
Requests, prints, and distributes daily and weekly reports and notices from Page Center.   
  
Must have a working knowledge of E-Tickets, as well as being able to enter and file all traffic summonses on a daily 

basis. Applicant should be able to work eMACS for scheduling and handling inquiries into matters.   
  
Process money received in violations daily.  Tallies money and reconciles with daily cash journals. Prepares daily bank 

deposit. Ensures that payments are credited to the appropriated accounts.  Reports all discrepancies to the Court 

Administrator. Schedules traffic/criminal violations appearances, controls pending traffic/criminal cases, coordinates 

officers’ schedules, forwards notices.  
  
Sets up courtroom for each session. Records and logs each matter of each session and provides assistance to the judge 

during court sessions.  Prepares related documents and completes various required activities.   
Completes all assigned court duties necessary for the regular flow of cases. Including but not limited to, entering 

dispositions, taking money, filling out post court paperwork, and scheduling.  A candidate that has knowledge of 

dispositions within the court is preferred.  
  
EXPERIENCE:  
One (1) year of experience in work related to the municipal court, law enforcement agency, law officer of government 

agency, including the preparation and/or processing of legal documents.   
 

APPLICATIONS MUST BE SUBMITTED ONLINE VIA THE PRIMEPOINT ONLINE APPLICATION 

LINK NO LATER THAN JULY 24, 2019 AT 

 
http://www.robbinsville-twp.org/residents/employment_opportunities.php  
  
RESUMES ONLY WILL NOT FULFILL REQUIREMENTS!  NO PHONE CALLS!  
 

 

 

Robbinsville Township is an equal opportunity employer 
 

http://www.robbinsville-twp.org/residents/employment_opportunities.php

