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Supreme Court Reporter of Decisions Office
WASHINGTON REPORTER OF DECISIONS


Scope of Responsibility

The Reporter of Decisions is a constitutional officer of the Washington Supreme Court responsible for the accurate and timely editing and publishing of appellate court opinions in both hard copy (52 advance sheets and 9 bound volumes per year) and on the Internet.  The reporter also oversees publication of the Cumulative Subject Index.  Approximately half of the reporter’s work is accomplished for the Court of Appeals.



Essential Activities

Supervision and administration

· Supervises the day-to-day activities of the reporter’s office employees and monitors many of the duties of the private publisher’s employees assigned to the Washington official reports project.

· Creates a budget, monitors expenditures, drafts and implements office personnel policies, attends meetings as the court’s representative, etc.

· Establishes and monitors publication timetables and schedules

Legal analysis

· Reviews and revises headnotes for the opinions of 31 appellate judges

· Coordinates the process of editing of judicial opinions among the reporter’s office, the judicial chambers, and the private publisher, and resolves all editorial issues

· Makes final decisions for the most difficult legal style and citation issues
· Drafts opinion change orders and change memoranda for the Supreme Court

· Answers case caption questions raised by judicial administrative assistants and the contract publisher's staff

· Assembles and reviews all of the materials required for each bound volume

Essential Activities (Continued)

Services to other agencies and the public

· Answers a wide variety of questions from the contract publisher's staff, judicial administrative assistants, law clerks, attorneys, and the public.

· Publishes and revises the Style Sheet and the extensive legal citation and style materials in the Opinion Citation and Style Guide on the AOC Extranet, making them available to every judicial employee in Washington

· Creates and periodically updates lengthy external and internal procedures manuals

· Plans and holds the annual meeting of the Washington Court Reports Commission

· Organizes and leads training meetings for judicial staff

Publishing contract and licensing agreements

· Drafts periodic requests for proposals (RFPs) for publishing the official reports

· Oversees the evaluation of the proposals submitted in response to the RFPs

· Negotiates a publishing contract with the apparent successful proposer

· Administers the publishing contract and monitors the contract publisher's compliance with the contract

· Negotiates and administers licensing agreements with three public and private entities for their use of the copyrighted data in the Washington official reports

Electronic publishing

· Coordinates the publication of Washington appellate court opinions on the Internet

· Uploads Supreme Court opinions to the Internet

· Oversees the acquisition, maintenance, and distribution via CD-Rom and on a free public access website of the historical database of official court reports extending back to the Washington Territory Reports



Key Competencies

Knowledge of:  the legal publishing world, including electronic publishing as well as traditional hard copy publications; English grammar, syntax, and usage; the Washington judicial system, including court procedures, the appellate process, and judicial administration; editing standards for legal publications; the Harvard Bluebook and the Chicago Manual of Style; management techniques.

Key Competencies (Continued)

Ability to:  supervise and manage people; coordinate with a wide variety of people and organizations; analyze, evaluate, and organize complex data; thrive in a very detail-oriented environment; communicate effectively orally and in writing; understand the benefits of in-depth opinion editing and the need for maintaining a single, official, authoritative source for case law while adapting the reporter’s office to the evolving expectations of the bench and bar in an electronic age

Qualifications and Credentials

· Law degree and membership in good standing with the Washington State Bar Association or another state bar association

· Five years of experience as an editor of legal publications, such as appellate court reports, legal treatises that include case law, or law reviews; and

· Demonstrated high proficiency in editing legal publications; and

· Three years supervisory experience in a law-related environment; and

· Three years experience in coordinating with other agencies, organizations, and the public.


This position is not covered under the Fair Labor Standards Act (FLSA).
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