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FLSA STATUS Exempt EMPLOYMENT STATUS Full 
EXEMPTION TYPE Professional REPORTS TO Judge 
CIVIL SERVICE STATUS Unclassified WORK SCHEDULE 8:30am – 4:30 p.m. 

 
 

Nature of Work in this Class 
This is a highly responsible legal position involving judicial and administrative duties 
with the Probate Court.  Work involves assessing and ruling over a multitude of probate 
matters, while being directly accountable to the Probate Judge and the Chief Magistrate.  
Magistrate serves at the pleasure of the Judge. 

 
Essential Functions 
To perform this job successfully, an individual must be able to satisfactorily perform each essential 
function listed below: 

 
• Presides over various probate hearings including, but not limited to:  estate, 

guardianship, adoption, mental health, and name changes. 
• Drafts conclusions of law and fact, recommendations and decisions. 
• Reviews and approves documents filed in assigned cases. 
• Researches and applies Ohio case and statutory law, Rules of Evidence and Rules 

of Civil Procedure, and secondary legal sources.   
• Prepares written findings of fact and law based on the Rules of Evidence, Rules 

of Civil Procedure,  Ohio statutory and case law. 
• Conducts conferences to facilitate timely case flow, discuss settlement and/or 

otherwise assist counsel and parties. 
• Oversees appointment and conduct of fiduciaries in the administration of 

decedent’s estates, trusts, minor or incompetent guardianships and other probate 
matters.  

• Oversees all aspects of probate matters including opening, inventorying, 
managing, and termination of cases.  

• Determines whether individuals meet the legal standards to be adjudicated 
mentally ill and subject to hospitalization.   

• Determines whether individuals meet the legal standards to be adjudicated 
incompetent. 

• Maintains fairness and impartiality in all matters.   
• Controls and maintains courtroom procedure, the record and conduct of attorneys 

and litigants at all times.  
• Monitors, manages and controls matters cases are heard as scheduled and in 

compliance with statutory and Ohio Supreme Court mandates.  
• Is available at all times to assist government and quasi-governmental agencies 

execute functions that are related to the essential responsibilities of the Probate 
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• Court.   
 

Other Duties and Responsibilities 
• Conducts speaking and teaching engagements on behalf of the Probate Court. 
• Researches and writes articles, rules and other texts regarding probate matters.  

 

Qualifications and Requirements   
• Admitted and licensed by the Ohio Supreme Court. 
• Must have been engaged in the practice of law for at least four years and be in good 

standing with the Supreme Court of Ohio at the time of appointment. 
• Experience in Probate matters with the ability to immediately handle an established 

caseload. 
• Required to earn 40 hours of continuing legal education, including 10 hours of 

instruction through courses offered by the Ohio Supreme Court Judicial College, 
every two years.  Further, as part of the 10-hour Judicial College education 
requirement, three hours of instruction must be designated as “judicial conduct,” 
which may include courses on topics such as judicial ethics, judicial 
professionalism, and access to justice. Gov. Bar R. X, Sec. 10(C).  

 
Positions Supervised 

• Not applicable.   
 

Equipment Operated, Knowledge, Skills and Abilities 
• Proficient with computer and computer programs including, but not limited 

to, Microsoft Office, legal databases such as Lexis Nexis and/or Westlaw and 
other software that is utilized by the legal profession.   

• Knowledge of both substantive and procedural law, including the Rules of 
Evidence, the Rules of Civil Procedure, and Rules of Superintendence, as well as 
common and statutory law. 

• Ability to apply the law in the area of assignment. 
• Ability to maintain a judicial temperament and to render judicial decisions fairly, 

impartially and timely. 
• Ability to apply legal principles, specialized knowledge, and logical thinking to 

individual cases and problems. 
• Ability to decide an issue and render judgment in an efficient, decisive manner. 
• Ability to present material clearly in written and oral form. 
• Flexibility to converse with other individuals both in-person, by telephone and 

other electronic mediums and the skills to transcribe a record of such 
conversations(s).  
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Working Conditions 
 

Good office working conditions    
 

Physical Demands 
 

The following physical demands are typically exhibited by position incumbents performing this job’s 
essential duties and responsibilities. These physical demands are not, and should not be construed to 
be job qualification standards, but are illustrated to help the employer, employee and/or applicant 
identify tasks where reasonable accommodations may need to be made when an otherwise qualified 
person is unable to perform the job’s essential duties because of an ADA disability. 

 
While performing duties of this job the Magistrate frequently 

• Sits for extended periods of time while hearing cases, conducting research and 
performing other responsibilities 

• Converses verbally with others in person and by telephone. Vision demands 
include normal vision requirements, including viewing computer screen requiring 
close focus. 

• Reasonable accommodations will be made for disabled persons, covered by the 
Americans with Disabilities Act, in accordance with its requirements. 

 
Application Procedure  

 

Please submit resume or Curriculum Vitae, employment application, employment references 
and letter of interest via email to the contact person listed below.  Selected candidates will 
receive an interview.  The successful candidate must complete a probationary period. Salary 
range for this position is $70,000.00 to $81,106.00. 
 
Posting Period:   December 28, 2020 through January 20, 2020. 
Contact Person:   Ginger Heuker 
Email:    heukerg@mcohio.org 
Address:    41 N Perry St., Dayton, OH 45402 
Phone:  (937) 225-4625 
 
*This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the employee filling 
this position, who will be required to follow instructions and perform any duties required by the employee’s supervisor or designee. 

**The Montgomery County Probate Court is an Equal Opportunity Employer and will not discriminate on the basis of race, color, religion, 
sex, national origin, handicap, age, or ancestry of any person.   

 


