Paulding County 

Common Pleas Clerk of Courts
Sarah Jo Harpel

Position:			Deputy  Clerk – Legal Division 
Job Type:			Full Time (40 Hours per week) 
Monday-Friday 8 am-4:30 pm

Salary:			Dependent on Experience/Qualifications
Accepting Resumes: 	Until Friday, Friday, July 3, 2026
Benefits:
Health, prescription, eye, and dental insurance, and supplemental insurances available.  Paid Vacation (upon eligibility), paid sick time, paid Holidays and Employer paid Life Insurance.  Participant in Ohio Public Employees Retirement System (OPERS).
Job Description:
Performing clerical and administrative duties to ensure the efficient operation of the Common Pleas Clerk of Courts office.  This position involves significant interaction with the public, attorneys, court staff, processing legal documents, and maintaining accurate court records.  
Qualifications:
· High School Diploma or equivalent required.
· Prior experience in clerical preferred, but not required.
· High Degree of accuracy with attention to detail.
· Proficiency in office software and the ability to learn court management system.
· Capability to handle sensitive information with confidentiality.
· Excellent customer service and communication skills.

Key Responsibilities:
· Answer phone calls and respond to email inquiries 
· Assist individuals that walk in and process payments.
· Entering and processing criminal, civil, and domestic filings.
· Interaction with the public, attorneys, court staff, and Judge.
· Handle incoming and outgoing mail.
· May require lifting of boxes.
· Assist Clerk of Court and other Deputy Clerk with other duties.

To Apply:  Please email resume to:
	      Sarah Jo Harpel, Paulding County Common Pleas Clerk of Courts at  sharpel@pcohio.us or mailed or dropped off at 115 N. Williams Street, Room #104, Paulding, Ohio 45879, by Friday, July 3, 2026.
