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REGISTER IN PROBATE 
 
FUNCTION OF THE JOB 
 
To be responsible for the operation, coordination, and direction of the probate branch of the Circuit Court 
of Waukesha; to act as the Probate Registrar; to perform the duties of a circuit court commissioner in 
probate matters; performs other duties as required. 
 
CHARACTERISTIC DUTIES AND RESPONSIBILITIES 
 

1. Directs and coordinates the judicial activities and related services of the Register in Probate Office 
including the opening, maintenance, closing, and preservation of all files dealing with probate, 
trusts, wills, adult guardianships and protective placements, adult adoptions, guardianships of the 
estate of a minor, guardianship estates and Chapter 55 of Wisconsin Statutes.   

2. Conducts complex legal research and provides information and assistance in the preparation and 
filing of documents and the interpretation of cases and statutes; determines and explains appropriate 
options and procedures; examines documents for accuracy and completeness. 

3. Provides legal advice on matters handled by the Probate Court to judges, court commissioners, 
attorneys, County departments, and the general public. 

4. Serves as the Probate Registrar to hear informal probate matters under the Probate Code and acts as 
a Probate Court commissioner to hear petitions for probate, reviews of guardianships, protective 
placements, protective services, commitments, and uncontested probate hearings as assigned. 

5. Supervises, selects, trains, assigns, and evaluates the work of support staff; handles any personnel 
problems of the staff.  

6. Examines petitions and other probate related documents to decide their validity and disposition to 
issue decisions which shall become judgments unless a demand for trial is filed. 

7. Develops, implements, and maintains comprehensive office policies, procedures, and workflow, and 
is responsible for the quality of work produced.  

8. Directs the maintenance of court and minute records of all probate proceedings including all wills 
admitted to probate. 

9. Responsible for the filing, storage, and destruction of all documents deposited with the Probate 
Court while maintaining confidentiality of records as directed by Supreme Court rules, Wisconsin 
Statutes, or court order. 

10. Assists in preparation and administration of the annual Probate Court budget; administers, develops, 
and implements the strategic plan for the Office of Register in Probate. 

11. Directs, manages, and coordinates the planning and implementation of automated work systems in 
the Register in Probate Office including Consolidated Court Automation Program (CCAP). 

12. Directs, reviews, analyzes, and coordinates the preparation and submission of varied complex 
statistical and financial operating reports and statements as required by government agencies and to 
establish business and court performance measures. 

13. Oversees financial operations including collection of statutory and court-ordered financial 
obligations and penalties; manages collection efforts and is responsible for internal fiscal control. 

14. Is on-call 24/7 for a week at a time several times per year to review warrant requests for blood draws.   
15. Serves as backup to circuit court commissioner to hear petitions for mental commitment for adults 

and conducts mental commitment probable cause hearings; completes reviews of adult 
guardianships, protective placements, and protective services; conducts non-contested probate 
proceedings. 

16. Prepares orders, notices, memoranda, and other legal documents in response to filings with the 
Probate Office; certifies copies of papers, records, and judicial proceedings. 

17. Establishes and maintains effective working relationships with staff, attorneys, court officials, other 
County departments, and the public. 
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CHARACTERISTIC DUTIES AND RESPONSIBILITIES (continued) 
 
18. Develops and presents written and verbal recommendations and reports. 
19. Maintains prompt, predictable, and regular attendance. 
20. Performs other duties as required. 

 
QUALIFICATIONS 
 
Essential Knowledge and Abilities 
 

1. Thorough knowledge of Wisconsin Statutes covering probate, adoption, wills, guardianship, and 
trusts. 

2. Thorough knowledge of the policies and procedures of the Probate Court in Waukesha County and 
in Wisconsin generally. 

3. Comprehensive knowledge of the content, purpose, and effect of the various forms and orders used 
by the Probate Court. 

4. Comprehensive knowledge of administrative, managerial, and supervisory principles and practices. 
5. Comprehensive knowledge of the capabilities, uses, and requirements of County computer 

application and Consolidated Court Automation Program (CCAP). 
6. Comprehensive knowledge of the methods and source materials of legal research. 
7. Considerable knowledge of the practices and techniques used in presentation of cases in court and 

rules of evidence.   
8. Considerable knowledge of modern office practices, procedures, and equipment including the use of 

computers. 
9. Considerable knowledge of computerized department program software, Internet access and 

database, spreadsheet, and word processing programs. 
10. Working knowledge of cash management and internal fiscal control procedures and practices. 
11. Working knowledge and understanding of legal proceedings pertinent to Juvenile Court operations 

and statutory activities pursuant to the Juvenile Code and Juvenile Justice Code.   
12. Ability to research and analyze legal documents and make appropriate decisions regarding probate 

matters and explain the reasoning behind the decisions. 
13. Ability to plan, organize, supervise, and evaluate the work of others. 
14. Ability to prepare, analyze, and present clear and concise recommendations or statistical, budgetary, 

and narrative reports. 
15. Ability to plan, develop, coordinate, and implement policies and procedures. 
16. Ability to work effectively with the public, attorneys, commissioners, and judges regarding probate 

matters. 
17. Ability to establish and maintain effective working relationships with staff, attorneys, court 

officials, other County departments, and the public. 
18. Ability to communicate effectively, both verbally and in writing. 
19. Ability to effectively interact with sensitivity with persons from diverse cultural, socioeconomic, 

educational, racial, ethnic, and professional backgrounds, and persons of all ages and lifestyles. 
 
Training and Experience 
 

1. Graduation from a recognized law school. 
2. Admission to the Bar in the State of Wisconsin. 
3. Five (5) years of professional work experience in probate, guardianship matters or a closely related 

field. 
 


