
Alcona County 
Probate/Juvenile Register 

 
GENERAL SUMMARY:   
 
Under the general direction of the Trial Court Administrator and Probate Judge, has 
responsibility for the performance of non-judicial acts and quasi-judicial acts required of the 
Probate Court. Supervise and participate in the intake, review and filing of legal documents 
pertaining to estates, commitments, guardian/conservatorships and other court matters 
assigned by statute and administrative order to the probate court, including acts for the Judge 
in all but judicial acts, including the signing of legal orders. Has statutory responsibility to 
administer independent/informal probate proceedings under the E.P.I.C. (Estates and Protected 
Individuals Code) of the State of Michigan.  

Responsible for setting up and processing new court files, reviewing and filing petitions and 
other documents, entry of case information to the computer, preparation and mailing of all 
juvenile court orders, and performing other tasks related to maintaining and processing 
juvenile divisions records. 

PROBATE REGISTER ESSENTIAL FUNCTIONS: 

1. Participate in the intake, review and filing of a variety of legal documents related to 
probate matters. Ensure that documents are reviewed for accuracy, completeness and 
compliance to statutes. 

2. Responsible for the maintenance of all probate court records. 
3. As empowered by statute and authorized by the Probate Judge, prepare and sign a 

variety of court orders for the probate of wills, determination of heirs, settlement and 
allowance of accounts, and filing of claims. 

4. Coordinate the processing of mental commitment cases. 
5. Oversee the collection and accounting of probate fees. 
6. The principal person responsible for the intake, review, and administration of 

independent/informal probate proceedings. 

JUVENILE REGISTER ESSENTIAL FUNCTIONS: 
 

1. Receive petitions, orders, inventories, accountings, and other legal documents related 
to juvenile and child protective proceedings. 

2. Ensure that all required legal documents are prepared and noticed as required by the 
Juvenile Code.  

3. Create and maintain records and files of all juvenile cases including court legal files, 
social/confidential files, computer case management systems, and information for state 
reports. 



4. Enter court ordered fines, costs, fees, and reimbursements. Maintain financial records 
and generate and distribute bi-monthly juvenile billings. Oversee collection of financial 
assessments. 

5. Receive and process all legal documents related to adoptions including preparing 
petitions and other related documents, scheduling hearings, sending notices, and 
maintaining adoption records. 
 

OTHER DUTIES: 
 

1. May be required to obtain and maintain SCAO Certified Electronic Operator or Certified 
Court Reporter certification. 

2. Assist all Alcona County Trial Court Divisions when necessary to meet the needs of the 
court.  

3. Perform other duties as assigned by the Court Administrator and Presiding Judge. 
 

EMPLOYMENT QUALIFICATIONS: 
 
High School diploma required. Advanced degree or paralegal certification preferred. Minimum 
of three years experience in a probate court or closely related legal setting preferred. Regular, 
reliable, and predictable attendance is required. 
 
The qualifications listed above are guidelines; alternate qualifications may be substituted if 
deemed sufficient to qualify the individual to perform the required duties.  


