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Administrative Office of the Courts

Information Services Division Assistant Director



Scope of Responsibility

· Reporting to the Information Services Division Director is responsible for exercising independent judgment and providing recommendations to executive management and appropriate court personnel regarding strategic planning.

· Responsible for operational and business process continuity within the Information Services Division (ISD).

· Duties are expected to be performed with the highest level of expertise.  Decision making responsibility encompasses the entire IS Division.  The position requires proven ability to be successful in the use of judgment and discretion in the decision making process.



Essential Activities

· Oversees and coordinates the operational and business processes within the Division to ensure continuity, productivity, and quality of the work products produced in the integration and development of the JIS system(s).

· Utilizes oversight tools, development standards and methodologies to ensure compliance with division standards and benchmarks.

· Assists Director in planning, developing, and executing Judicial Information System services and activities.

· Assists Director in providing support, advice, and assistance to the Judicial Information Systems Committee.

· Directly supervises the architecture section and ensures adherence to standard, methodologies, and procedures.

Essential Activities (Continued)
· Reviews and evaluates the activities of the Division and makes recommendations to the Director for adjustments and implementation of new business processes, policies and/or procedures.

· Evaluates current processes, and recommends changes necessary to ensure achieving long-term strategic goals. 
· Provides oversight and actively monitors service level agreements between the Administrative Office of the Courts (AOC) and outside customers and courts.

· Within the scope of responsibility, interacts with AOC and client personnel in all phases of the application development cycle to develop and support AOC computer applications.

· Organizes and manages the quality assurance functions and staff.

·  Responsible for quality assurance, policy, and standards adherence.

· Responsible for staffing and project management of special studies and technical projects.

· Prepares written reports and gives oral presentations to large groups both internal and external.

· Performs other work as assigned.



Key Competencies

Must demonstrate proficient knowledge, expertise and abilities in the following areas:

· Strategic planning methodologies business analysis and information system management.

· Principles of business process engineering.
· Enterprise Architecture knowledge and experience (enterprise, data, and business).

· Recognize and solve difficult and complex strategic business problems and provide business based appropriate recommendations and sound advice. 

· Provide recommendations and counsel to management officials relative to strategic planning matters; meet and communicate effectively with numerous individuals both public and private; communicate effectively with others orally and in writing; establish and maintain effective working relationships.

Key Competencies

· Establish and maintain interpersonal leadership skills and abilities.

· Ability to establish and maintain professional working relationships with co-workers, management, and other constituents.

· Effectively communicate and coordinate time, resources, and staff to attain the desired results.

· Understanding of the interaction and mission of interested groups, boards, committees, the judicial community.

· Understands the global view.

· Understanding of client, human resource, and organizational management concepts.



Qualifications and Credentials

A bachelor’s degree in computer science, business administration, public administration or closely allied field AND:
· Ten years management experience in a complex information technology environment 

· Direct experience with a major systems modernization effort and legacy applications.
· Experience managing and directing information technology professionals.

· Experience in strategic, operational, and tactical IT planning. 

· Demonstrated ability to lead and manage change.

Demonstration of relevant work experience may substitute for education experience.
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