
Requirements and position overview:!!
The candidate for the position of Assignment Commissioner requires an associate's 
degree or equivalency of education and experience within a court system, knowledge of 
court procedures, and knowledge pertaining to case scheduling concerning speedy trial 
limitations.  Preferred candidates will possess a bachelor's degree.  This position also 
requires an individual who is competent with computers, detail-oriented, team-oriented, 
and well-organized.  The Assignment Commissioner reports directly to the Court 
Administrator.!!
Computer skills are essential, as well as, excellent writing and communication skills to 
ensure accuracy of court case scheduling.  The Assignment Commissioner is proficient 
in public relations; answering telephone calls in a proper manner while providing 
accurate information to attorneys, the public and potential jurors.!!
The Assignment Commissioner reviews documentation concerning court cases and 
accurately schedules contested/non-contested criminal, traffic, and civil cases while 
preparing and distributing notifications to advise parties of legal proceedings, hearings, 
court dates, etc.  This position randomly selects jury panels and prepares/mails 
summons to order potential jurors to appear.  The Assignment Commissioner answers 
inquiries from potential jurors and collaborates with the Municipal Court Judges to 
excuse jurors within established guidelines.  This position also completes 
documentation associated with jury service, maintaining records concerning attendance 
and completing paperwork necessary to provide payment to jurors for their service.!!
This position compiles monthly statistical information and prepares reports as required 
by the Supreme Court of Ohio.  The Assignment Commissioner verifies the status of 
pending cases to ensure these cases are processed within time guidelines.!!
The Assignment Commissioner serves as the substitute for the Court Administrator to 
mediate Small Claims cases.!!
This position will also perform duties of the Municipal Court's Bailiffs/Security to include 
providing security for the Municipal Court buildings, grounds, Court, Clerk of Court, and 
Prosecutor's staffs.  Operate a metal detector, x-ray machine, and hand wand at the 
front entrances of the two Municipal Courthouses to ensure no weapons or illegal 
substances enter the premises.  Monitor security cameras and maintain security tapes. 
Secure all weapons at the front security areas and secure the facilities at the close of 
the business day and open the buildings in the morning.!!
In the role of Bailiff/Security, the Assignment Commissioner will coordinate with the 
Wayne County Sheriff's Office on all matters related to the transport and security of 
prisoners, while serving as a liaison with other public safety service agencies. 
Investigate all unusual incidents within the Court facility and grounds, assist in 
establishing procedures for facility safety, monitor all alarm and duress systems, uphold 
all security protocols, and provide assistance to those who may require so.!



!
This position will also provide courtroom security; protecting the judge and/or 
magistrate, witnesses, attorneys, defendants, and the public.  Maintain general 
orderliness in the courtroom, operate video and recording equipment in the courtroom, 
and escort prisoners as required.  In the role of Bailiff/Security, the Assignment 
Commissioner will serve legal documentation (i.e. summons, evictions, subpoenas) at 
the direction of the Court, conduct evictions, move and secure property, and inventory 
property while participating in the sale of property as required.!!
In the role of Bailiff/Security, the Assignment Commissioner will perform a variety of 
clerical assignments (answer telephone calls, provide routine information, and maintain 
an inventory of supplies), and serve as a liaison between the Judge and juries while 
escorting juries and providing operational information to jury members as directed by 
the Judge.!!
The successful candidate should excel in verbal and non-verbal communication, team 
cohesiveness, and interpersonal skills.  This position comprehends the necessity for 
confidentiality and will demonstrate regular and predictable attendance.  The minimum 
starting salary is $32,117.60.!!!!!!


