JOB POSTING

PROBATE CLERK

VACANCY POSTING DATE CLOSING DATE
NON-EXEMPT 09/29/2026 10/13/2026
POSITION
JOB TITLE Probate Clerk
DEPARTMENT Probate Office
STATUS Full-time O Part-time [0 Temporary/Seasonal

Full Benefits Option
PAY GRADE Grade: G4 S3 $14.64 p/hour
POSITION Performs responsible technical and clerical work in Probate recording, research, typing,
DESCRIPTION reporting, computer skills, basic entry-level accounting knowledge is a must, reception,

(This description is NOT
all inclusive)

bookkeeping, accounting and referral skills. Employee receives general directions on most
assignments and makes decisions in accordance with policies and procedures

Customer service experience is required.

REQUIREMENTS Must be able to receive visitors, answer questions, provide assistance as needed, directs
FOR POSITION clients, and answers phone & directs calls.
Experience in bookkeeping, accounting, spreadsheets, Excel applications preferred.

(This list is NOT all Typing skills is a must.
inclusive)

Must possess a high school diploma (or equivalent) along with work related experience
EDUCATION preferred.

Employment applications are available on our website at www.lawrencecountyal.org or

from the Lawrence County Commission Office located at the Historic Courthouse, 14330

Court Street, Moulton, AL 35650.

Completed employment applications, with current resume must be returned to the Lawrence
HOW TO APPLY County Commission Personnel Department. Applications and resumes may be delivered in

person at the above address or mailed to:
Lawrence County Commission, P.O. Box 307, Moulton, AL 35650.
Emailed To: hdyar@cc.lawrencecountyal.gov

The Lawrence County Commission may be contacted at 256.974.0663

Lawrence County Commission is an Equal Opportunity Employer. We do not discriminate on the basis of race,
religion, color, sex, age, national origin, disability, or any other protected status.
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