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Nevada Certified Court Reporters Board

Encourage proficiency in the practice of court reporting as a profession; promote efficiency in court and general 
reporting; and extend to the courts and public the protection afforded by a standardized profession by establishing a 
standard of competency for those engaged in it. The practice of court reporting in the state of Nevada is declared to 
affect the public health , safety, and general welfare and is subject to regulation and control in the public interest.
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The Executive Secretary is responsible for the day-to-day
administrative and financial operations of the Nevada Certified Court
Reporters Board. This position works closely with the Board Chair,
Board members, legal counsel, licensees, and State agencies to support
the Board’s regulatory responsibilities.

The position is ideal for an organized, dependable, self-motivated
individual who enjoys working independently and managing a variety
of administrative responsibilities.
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The position is ideal for an organized, dependable,
self-motivated individual who enjoys working
independently and managing a variety of administrative
responsibilities.

Independently manage the Board’s day-to-day administrative
operations, including public inquiries, records, files, licensing
databases, applications, renewals, continuing education
tracking, examinations, and website updates. Maintain financial
records in QuickBooks, including accounts payable/receivable,
deposits, reconciliations, payroll, financial reports, required
filings, and budget support. Coordinate Board and committee
meetings, agendas, postings, materials, and minutes in
accordance with applicable requirements. Assist the Board
Chair and legal counsel with complaints and disciplinary
matters, and support workshops, hearings, regulatory and
legislative activities. Prepare required State reports, coordinate
with agencies and outside organizations, and perform other
duties necessary to support Board operations.

Six months of hands-on QuickBooks experience, including financial reporting,
accounts payable/receivable, reconciliations, and payroll. Must possess strong
organizational and time-management skills, basic proficiency in Microsoft Word
and Excel, and the ability to work independently, maintain confidential records,
manage deadlines, and learn applicable Nevada laws and Board procedures.
Administrative, bookkeeping, regulatory, government, or professional licensing
board experience is preferred but not required.

Strong organizational,
communication, and
time-management skills with
attention to detail and the ability to
work independently.

Working knowledge of QuickBooks,
basic bookkeeping, financial
reporting, Microsoft Office, and
general office technology.

Ability to maintain confidential
information, exercise good
judgment, meet deadlines, work
professionally with diverse
stakeholders, and learn and apply
applicable Nevada laws, regulations,
Open Meeting Law requirements,
and Board procedures.

$28 per hour (not to exceed 28 hours
per week)

North Las Vegas, Nevada 89031
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Please send interested inquies to:

Heidi Konsten, the Chair of the Board at konstenccr@earthlink.net


