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Administrative Office of the Courts
COURT EDUCATION SERVICES MANAGER


Scope of Responsibility
· Responsible for designing, planning, organizing, overseeing, and evaluating the delivery of high quality court education services for the court community under the direction of the Judicial Services Division Director. Court Education Services staff provides general training and education programming, technical education on the tools and applications that are part of the Judicial Information System (JIS), and customer service/help desk support for Washington courts. 
· Responsible for the overall operation of the Court Education Services section to include policy analysis, planning, managing, directing, and supervising the staff and programs, projects, budget and activities of the section. 

· Responsible for exercising independent judgment and providing recommendations to Judicial Services Division Director regarding the tactical implementation and strategic direction of court education services delivery to the court community.
· Work is performed at a professional level with the expectation of independent judgment and decision making within specified areas of responsibility established by the Division Director.


Essential Activities
· Provides leadership, direction, and supervision to staff in the development and delivery of relevant and innovative education programs and services for judicial officers, clerks, administrators and employees in Washington courts.  Provides mentoring to foster individual responsibility, leadership and management characteristics.
· Oversees the coordination of educational programs for both general education programs and technical educational curricula related to the Judicial Information System (JIS), including all aspects of the course development, documentation, and delivery processes for judicial educational services including the JIS.
· Manages the budget and staff of the Court Education Services section and oversees the support and interaction with Board for Court Education, the Administrative Office of the Courts Information Services Division, and other internal and external groups regarding training priorities and delivery of educational programs and services.
· Manages contract, grants and budget processes related to court education services.
Essential Activities (Continued)
· Manages the establishment and review of educational course schedules, curricula, delivery methods, emerging technologies, business processes, and priorities to determine the most appropriate documentation, delivery of educational programs, performance support tools, incident and knowledge management tools, and other educational services.
· Consistently uses systematic project planning and implementation to create and review strategic business plans, resource allocation, and similar processes for the court education programs.
· Directs project planning, project management, and quality assurance through all phases of development, delivery, and evaluation of education programs and client user documentation/ materials.
· Assesses and responds to court community educational needs and provides recommendations and implementation strategies for improving judicial education services.
· Identifies policy issues, groups, or individuals for policy resolution; may produce alternatives and strategies for resolution; and makes recommendations for resolution.
· Oversees the application of contemporary adult education theory and practice to curriculum development, course planning, and faculty development responsibilities and effective uses of technological education tools and audio/visual equipment.
· Develops, interprets, and reviews policies and procedures related to court education; oversees and coordinates the schedule of all section activities; and monitors workload and performance indicators.
· Performs other duties as assigned.


Key Competencies
Demonstration of expert knowledge, skills and abilities in the following areas:
· Adult learning theory and application
· Exercise good judgment and make timely, sound strategic decisions and recommendations consistent with organizational objectives.  Ability to think critically in decision-making and problem solving situations.
· Effectively plan, organize and direct the work of others utilizing supervisory techniques such as interviewing, counseling, motivation, etc.
Key Competencies (Continued)
· Professional knowledge of the principles and techniques of effective program and project management.
· Utilize strategic and interpersonal leadership skills and abilities to interpret and represent interests of the AOC and maintain effective working relationships with governmental and court officials at all levels such as judges, clerks, court administrators, legislators, etc.
· Consistently communicate effectively both orally and in writing.  Demonstrable experience in developing professional quality communication materials and delivering information through effective oral presentations
· Aptitude and understanding of Information Technology, including proficiency with MS Word, Outlook, and PowerPoint is essential.  Knowledge and experience with JIS applications, RightNow technology applications, and Adobe Acrobat Professional or other applications for web-based meetings and distance learning opportunities is desirable.
· Ability to handle multiple projects, deadlines, and clients; ability to shift priorities and resources.
· Independently design and deliver projects and programs from inception through evaluation.


Qualifications and Credentials
Bachelor degree in education, public administration, or closely allied field AND:
· Seven years of progressively responsible experience supervising and directing professionals, to include a combination of five or more years of experience with applying adult education principles and best practices in the development and delivery of educational programs or supervising or directing a customer service call center/help desk.
· An advanced degree (e/g., M.A., Ed. D., Ph. D., J.D.) may substitute for up to three years experience
Other relevant education or experience may be considered in order to meet requirements. 


SALARY RANGE:  72


· Workweek may fluctuate depending on workload or agency need.
· Ability to work non-standard hours and travel, including multiple overnight stays, is required.
· This position is not covered under the Fair Labor Standards Act (FLSA).
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