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Administrative Office of the Courts

SENIOR STAFF SERVICES CLERK


Scope of Responsibility
· Performs staff services duties, including shipping and receiving, inventory, facility maintenance, pickup and delivery, operation and maintenance of equipment, overseeing parking, janitorial services and building security as needed.

· Responsible for one or more specialized functions.  These may include telecommunications, overseeing off-site storage and surplus, physical inventory of assets, serving as the Administrative Office of the Courts (AOC) Records Retention Specialist, completing analysis and research to make process improvement recommendations, and/or other senior level areas or projects as assigned by the Staff Services Manager.

· Performs duties at a senior level and is expected to perform and work independently.  Is required to use independent judgment to determine project parameters within specific areas of expertise.


Essential Activities

Staff Services Duties:

· Responsible for basic telecommunications troubleshooting.  Provides back-up to the Staff Services Manager in the maintenance and administration of the Avaya PBX system.  Moves telecommunication equipment as part of general cubicle reconfigurations.  
· Maintain telephone equipment inventory, track port and Direct Inward Dial (DID) number availability.
· Hardwire telephone equipment in PBX as required.
· Provides security and responds to building security alarms and other emergencies while on-call status.  
· Provides routine administration programming of the Corby Security system both at the Eastside and SeaTac locations.  Creates photo cards for employees’ use and maintains a current inventory of users, including contractors. 
Essential Activities (Continued)
· Responsible for managing the physical inventory of records and material at the AOC warehouse facility to include: record retention, record deletion and updating inventory records in compliance with appropriate RCW(s); report all record inventory changes; record and 
· Inventory surplus materials in compliance with state records management and risk management procedures.
· Responsible for responding promptly to AOC staff requests for assistance (i.e. moving office furniture, pickup and delivery of equipment and fixtures, special trips to the Temple of Justice and the Legislature, etc.).

· Responsible for overseeing facility operations at the AOC Eastside buildings.  Works directly with the building owner and AOC employees to correct maintenance issues in a timely manner.

· Responsible for overseeing janitorial services.  Works directly with the provider to insure standards contained in the janitorial contract specifications are met.  

· Responsible for receiving and unloading incoming shipments of material to the AOC eastside facility and pickup and delivery of shipments to the AOC warehouse facility.  Reports receipt and delivery of shipments to the purchasing officer per AOC purchasing policy.
· Responsible for pickup and delivery of judicial payroll and warrants as directed.
· Sets up and maintains a supply room in each AOC Eastside Plaza building.

· Maintains logs and prepares monthly evaluations for the Staff Services Manager on the following: janitorial services, supply inventory, vehicle maintenance/repairs and building equipment maintenance schedules.
· Prepares daily work schedule and prioritizes work requests appropriately.

· Using the appropriate software, responsible for drafting and updating floor plans for the AOC facilities used in the AOC evacuation plan and for the development of office space assignments for equipment and personnel.
· Receives, sorts, distributes, prepares and processes incoming and outgoing mail for the office according to office procedures.  Determines most cost effective method to mail parcels. 

· Performs other duties as required.

Back-up Duties:
· Performs assigned and/or routine work in the operation and maintenance of computerized printing and reproduction equipment used in the Staff Services section in support the AOC and the court community.
· Assists in receiving and unloading incoming shipments and delivers to storage areas within the office.


Key Competencies
· Ability to independently analyze complex problems or emergency situations and judge best solution or action to resolve or respond to situations

· Working knowledge of general office and warehouse safety requirements, including knowledge of proper procedures for lifting and moving heaving objects with a minimum weight of 50 pounds.
· Working knowledge of email and word processing computer applications.

· Ability to provide professional service delivery to a wide variety of clients and customers.

· Working knowledge of general automated printing equipment and processes

· Working knowledge of safe driving techniques and procedures.

· Working knowledge of designing and maintaining data bases for the purposes of monitoring workflow

· Ability to identify potential tasks, activities, and timelines necessary to achieve a stated purpose.
· Develops a clear understanding of required action steps as gained through on-the-job experience.

· Collects input from others regarding timelines and establishing priorities.

· Understands placement of priorities in relationship to workload and timelines.

· Recognizes problems and forwards suggested solutions to supervisor.

· With assistance from supervisor learns to adapt to change and demonstrates flexibility in providing excellent customer service.

· Meets productivity standards, deadlines, and work schedules.

· Stays focused on tasks in spite of distractions and interruptions.

· Accepts personal responsibility for the quality and timeliness of work.

· Ensures corrected work meets the original customer expectation.

· Personally owns and acknowledges responsibility for meeting expectations.

· Makes best use of available time and resources.

· Acknowledges and corrects mistakes.

· Identifies and understands the customers’ expectations and ensures that work products meet those expectations.

· Understands communication mechanisms and measures goals accurately.



Qualifications and Credentials
· High School graduation or GED equivalent AND:
· Five (5) years or more of related work experience;
· Requirement of valid Washington State Driver’s license.

· Requirement to have access to a vehicle and willingness to use the vehicle when a state vehicle is unavailable.
· Requirement to have the ability to lift, move and carry a minimum of 50 pounds of weight.

Combination of education and experience to demonstrate a working knowledge of the functions and typical work of the Senior Staff Services Clerk may substitute for qualification requirements listed.


SALARY RANGE: 39


· Workweek may fluctuate depending on workload or agency need.
· Must be available to provide emergency coverage in rotation with other staff
· Overnight travel may be required based on business need.

· This position is covered under the Fair Labor Standards Act (FLSA).
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