9017
COURT REPORTER

Nature OF Work

Under general supervision, perforns full-performance | evel
wor k recording and transcribing of testinony of admi nistrative
and quasi-judicial hearings held by state boards and comm ssi ons.
Records all testinony, questions, responses, objections, names of
wi t nesses, and descriptions of exhibits or related material at
hearings. Transcribes and attests under oath of the conpl eteness
and accuracy of testinony for use in appeals to courts or other
adj udi catory bodies. My be required to travel to hearing
| ocations throughout the state. Perforns related work as
required.

Exanples O Wrk

Records verbatimtesti nony of admnistrative hearings using pen
witing, stenotype machi ne or stenonask.

Conpl etes transcriptions of evidence and testinony; prepares
adm ni strative orders.

Mar ks exhibits at hearings; files such exhibits.

Conposes routine correspondence and answers questions
pertaining to established procedures.

Mai nt ai ns hearing schedul es/itineraries.

Know edge, Skills and Abilities

Know edge of standard English, spelling and | egal term nol ogy.

Know edge of hearings and court procedures.

Know edge of preparation and use of |egal records pertinent to
enforcenment of state rules and regul ations.

Skill in typing to produce a satisfactory volume of accurate
transcript material.

Ability to conprehend conplex oral testinony for extended
periods of tinme.

Ability to record and transcri be accurately.

M ni mum Qual i fications
Training: Certification as a court reporter by the Suprene
Court of Appeals, the National Shorthand Reports Associ ation
or by the National Court Reporters Association.

Est abl i shed: 05/16/96
Ef fecti ve: 07/ 16/ 96



