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 LAW CLERK 
 
City of Virginia Beach Organizational Mission & Values 
 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of Virginia 
Beach organization is based upon a belief in the democratic process of government. This belief provides 
meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development of public 
policy. This process is enhanced by organizational values which guide member performance within the Virginia 
Beach Quality Service System. These Values define our desired organizational culture.  We value quality 
customer service; teamwork; leadership and learning; integrity; commitment; and inclusion and diversity. 
 
Summary Position Description 
 
Provides assistance to the Circuit Court Judges in the research and review of facts for cases; does related work as 
required. 
 
Critical Elements of Performance 
 
Reviews briefs submitted by counsel and researches the law in cases under advisement; writes memoranda in which 
the facts of cases are outlined and relevant case law and/or statutes are discussed; conducts on-the-spot research 
concerning evidentiary, procedural, or other  questions that arise during the course of a particular trial; attends court 
and listens to arguments of counsel on various motions made on the morning of trial or during a trial and assists the 
judge; reviews cases scheduled for trial several days prior to the trial date, prepares summaries of the facts, issues, 
and other relevant data apprising the judge of problems (jurisdictional, procedural,  evidentiary, etc.) that may arise 
during the trial of the case and anticipating issues; conducts any necessary research, provides the judge with copies 
of applicable statutes, rules, and relevant cases, discusses with the judge a proper resolution, and sits in court and 
listens to arguments of counsel on such motions noting the judge's ruling on the case, and subsequently reviewing 
orders submitted pursuant to such ruling to determine whether they accurately reflect  the ruling prior to their entry 
by the judge; responds to telephone inquiries by attorneys or other persons concerning procedural matters; reviews 
orders (divorce decrees, name change orders, adoption orders,  etc.) to determine whether they comply with 
statutory requirements;  works on long-term projects assigned by the judges.  
 
Performance Standards 
 
Skillfully reviews briefs submitted by counsel and accurately researches the law in such cases presenting a timely 
memoranda  effectively outlining the facts; consistently provides the judges any  necessary information; 
resourcefully researches cases preparing usable  summaries of the facts, issues, and other relevant data; politely and 
 thoroughly answers all phone inquiries by attorneys or other persons concerning procedural matters, reviewing 
orders, etc. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
 
A. Knowledge 
 
 1. Knowledge of the modern principles, practices, procedures and substance of local, state, and federal 

law. 
 
 2. Knowledge of the operation of the Circuit Court.    
 
B. Skills 
 
 1. Skill in researching various jurisdictional, procedural, and evidentiary questions that may arise 

during the trial of a case.       
 
 2. Skill in writing memoranda outlining relevant case law and/or statutes. 
 
 3. Skill in reviewing briefs submitted by counsel. 
 
C. Abilities  
 
 1. Ability to communicate and express ideas effectively, both orally and in writing. 
 
 2. Ability to establish and maintain effective working relationships with staff employees and the 

public. 
 
 3. Ability to handle stressful situations and to exercise discretion and tact in dealing with sensitive 

matters. 
 
Minimum Qualifications 
 
Graduation from an accredited law school. 


