Florida State Courts System
Class Specification
Class Title: Digital Court Reporter
Class Code: 7725
Pay Gradel7
Starting Salary $31,664/Annually

General Description
The essential function of the position within thgamization is to digitally record and transcritx@urt
proceedings and hearing$he position is responsible for digitally recordiagd annotatingomi
proceedings and hearings; transcribing recordiagd; performing research. The position wouksler
direct supervision according to set proceduresav@lrmay be required to any of the six countiethen
Eighth Judicial Circuit, which includes Alachuaak&r, Bradford, Gilchrist, Levy, and Unid@@ounties.

Examples of Work Performed
(Note: The examples ofork as listed in this class specification are not nemely descriptive oany
one position in the class. The omission of spesfatements does not preclude managerinent
assigning specific duties not listed herein if sdcities are a logical assignment to pusition)

Monitors and annotates digitally recorded courtcperlings while proceedings occarnnotates
previously recorded, non-annotated court proceesdasgequired.

Transcribes digitally recorded court proceedingd l@arings; proofreads edits and prepares &ioply
of transcripts in compliance with applicable staxddaregulations anstatutes.

Processes approved transd@id/DVD orders; produces copies of court proceedimggpositions and
hearings for attorneys, governmental personnel@gsrand theublic.

Monitors audio qualitygeneratesluplicate audio recordingsftrials and court hearings, includingptes
to facilitate transcription

Performs tests of digital court recording equipmectated within courtrooms to ensure systemusk
properly prior to start of court proceedings; adsisupervisor of improperly functionirgguipment;
changes ou€D’'s/DVD'scontaining a daily record of courtroom proceedjnggscuring recordingsn
designatedarea.

Enters and processes court ordlexguests into the Transcript Tracking Systemefasy
retrieval/reference; verifies court order infornoatiby conducting research, and makesessary
corrections.

Provides services involving digital court recordieguipment, such as the playback or recordings
open courtroom upon a judge's request or making ard&ng of a particular case available ftening
by courtpersonnel.



Performs clerical tasks, suelsmaintaining log books for activities of responstil keepingaccurate
records of requestsrders received and completed; performing reseafdhes for case law enteradto
evidence and correct spelling of names and plamresteparing correspondence attorneys.

Competencies
Data Responsibility: Refers to information, knowledge, and conceptiob&ioed byobservation,
investigation, interpretationjisualization,and mental creation. Dataeintangible andnclude numbers,
words, symbols, ideas, concepts, and oral verlimdizma Compiles, transcribes, labedtyresexamines,
or evaluates data or information and possibly renemds action based oesults.
People Responsibility: Refers to individuals who have contact with or iafeienced by theposition.
Provides assistance to people to achieve ¢askpletion.
Assets Responsibility: Refers to the responsibility for achieving econ@nig preventing loswithin
the organization. Requires minimum responsibildy only small quantities of low cost itenas
supplies where opportunities for achieving econsnuepreventing loss aregligible.
Mathematical Requirements: Deals with quantities, magnitudes, and forms aedt ttelationships and
attributes by the use of numbers and symbols. Wdddgion, subtraction, multiplication, amiivision;
may compute ratios, rates, apercents.
Communications Requirements: Involves the ability to read, write, and speak.aé®e scientificand
technical journalsabstr-actsfinancial reports, and legal documents; writes cempranscripts;prepares
reports. Requires the accurate use of the Englistuage, grammar, punctuation amelling.
Complexity of Work: Addresses the analysis, initiative, ingenuity, tivg, and concentratiomequired
by the position and the presence of any unusuaspres. Performs coordinatimgprk involving
guidelines and rules with constant problem solviegjuires continuous, close attentimn accurate
results or frequent exposure to unuspi@ssures.
Impact of Decisions. Refers to consequences such as damage to projzesyof data oproperty,
exposure of the organization to legal liability,iopury or death to individuals. Makes decisiomgh
moderateimpact-affectsthose in workunit.
Equipment Usage: Refers tananimateobjects such as substances, materials, machinels,
equipment, work aids, or products. A thing is tategand has shape, form, and otpéaysical
characteristics. Leads or handles machines, teglsipment or work aids involving moderdsitude
for judgment regarding attainment of a standarch@electing appropriate items, suchdagital
recording equipment, computers, peripherals, dnsoé programs such as word processingustom
applications. Ability to type 55 words perinute.
Safety of Others. Refers to the responsibility for other people'sesafeither inherent in the job t
assure the safety of the general public. Requioase responsibility for safety of others andiar
occasional enforcement of the standards of pugalfety.

Education and Experience Guidelines
Education: Refers to job specific training and education teaecommended for entry intbe
position. Additional relevant experience may siibt for the recommended educational levebon
year-for-year basis. High School diploma or GE ane year of college or vocationsthool
education in office skills, computer operation arl@sely relatedield.
Experience: Refers to the amount of related work experiencé itheecommended for entry intbe
position that would result in reasonable expeatatimat the person can perform the requitasks.
Additional relevant education may substitute fa tacommended experience on a year-for-yeesis,
excluding supervisorgxperience.Two years of relateéxperience.



Licenses,Certification,and Registrations RequiredRefers to professional, state, or feddianses,
certification, or registrations required to entee position Requires appropriate Digital CouReporter
certification as determined by State Court Systeii.Digital Court Reporters are required become
AAERT certified within one year diire.

A State ofFloridaJob Applicationand three letters okferencere required.A typing test is
requiredand verification must besubmittedwith the application.You must have the abilityo
type aminimumof 55 cwpm. To schedule a typing test, pleasatact Florida Workgi800 SW
13th Street, Gainesvillé&L, (352) 955-2245ext.120.

Send to Vanessa Sagar, Human Resources Managehual&ounty Famil\& Civil JusticeCenter,
201 E University Avenue, Room 410, Gainesville, BR601. If you need an accommodation
participate in the application/selection procgdsase call (352) 337-6237 (Offic& TDD), (352)374-
5238 (Fax). Position is open until filled. Tkaccessfulapplicant willbe subjectto acriminal
backgrounaheck. EOE.



