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Administrative Office of the Courts

PROGRAM COORDINATOR / RESEARCH ANALYST

(Temporary Project Position – 3 Years ending Sept. 30, 2013)
.75 FTE


Scope of Responsibility 
· Responsible for planning, implementing, monitoring and evaluating significant judicial programs, to include completion of complex or technical major projects and objectives, under the supervision of a designated manager in the Judicial Services Division.
· Coordinate and provide research analyst support in two AOC program areas:  Drug Courts, and Family and Juvenile Court Improvement Program (FJCIP)

· Work is performed at a professional level with the expectation of independent judgment and decision making as directed by management or executive level staff, and demonstration of appropriate role modeling and technical expertise.
· May direct and review the work of other professional staff.



Essential Activities
I. Program Coordination:

· Manage inter-jurisdictional, comprehensive programs and/or complex/technical major projects.  Complete research, assessments, and provide recommendations to the designated manager or executive level staff.

· Provide information, assessment, consultation, support and recommendations to AOC and court stakeholders within major program areas (i.e., Drug Courts and Family and Juvenile Court Improvement) to achieve consistent, efficient, and effective programs and operations.

· Coordinate implementation of the Drug Court Case Management System (DCCM) with pilot drug court sites.  Organize DCCM trainings, develop a DCCM manual, serve as the single point of contact between courts and the DCCM vendor, and travel to each participating court to provide technical assistance during and after implementation.
· Coordinate outreach to drug court stakeholders; 

· Collaborate with drug court consultants; 
· Staff the SCJA Therapeutic Courts Committee;
· Ensure drug court evaluation and performance monitoring occur according to the federal BJA grant requirements;
· Provide state-level coordination for the sixteen sites of the Family and Juvenile Court Improvement Program. 
· Perform other duties as assigned.
II.  Research & Evaluation:
· Responsible for the development and implementation of a drug court performance reporting system suitable to the needs of court staff and outside stakeholders.

· Plan and direct research studies in the two program areas (Drug Courts, and Family and Juvenile Court Improvement) involving statistics or data analysis.  Function as the principal researcher with responsibility for research projects and resulting reports.

· Furnish advice on research problems and provide technical assistance to other AOC departments and to the judges, clerks, and administrators of the pilot drug court and FJCIP sites.

· Present oral and written reports and represent the office before judges, clerks and administrators.

· Communicate effectively with major stakeholders to ensure commitment to project and program goals from inception to completion.


Key Competencies
I. Program Coordination:

· Specific skills required to perform the identified work at the expected level of performance.
· Proficient organization and implementation skills.
· Proficient knowledge level of customer and client base related to services and support provided by the AOC. 
· Proficient knowledge and understanding of the interaction and mission of interested groups, committees, judicial officers and staff regarding the services and support provided by the AOC.
· Proficient ability to understand and implement effective problem solving techniques and communication skills and methods.
· Proficient knowledge of court administration concepts; principles and techniques of effective program/project management.
· Proficient knowledge and understanding of the justice system with specific focus on the Washington State court system; laws, procedures, and practices within Washington courts.
· Logically integrate various ideas, intentions, and information to form effective goals, objectives, timelines, action plans and solutions.
· Effectively identify potential tasks, activities and timelines necessary to achieve a stated purpose.  Develop a clear understanding of required action steps.
· From a large array of possible actions, accurately identify those that are most pertinent, critical, and time sensitive.  Establish priorities and a sequence of activities accordingly.
· Develop plans and strategies that clearly identify the purpose, critical actions, priorities, timelines, scope, methodology and expected outcomes.
· Accurately assess the resources necessary to carry out planned actions.  Perceive the impact and implication of decisions made regarding resources.
· Acquire and integrate input from others regarding critical actions, timelines, sequencing and priorities.
· Anticipate potential problems as well as opportunities, and adjust plans based on input.
· Achieve excellent results with little need for direct oversight.
· Meet productivity standards, deadlines, and work schedules.
· Understand communication mechanisms and measure goals accurately.
· Stay focused on tasks in spite of distractions and interruptions.
· Clearly see and understand the customers’ expectations and ensure that work products meet those expectations.
· Ability to lead and manage change.
II. Research & Evaluation:
· Demonstrated working knowledge of process evaluation and outcomes evaluation.
· Ability to initiate, plan, and design performance tracking and reporting for court programs.
· Coordinate assigned data collection and report development tasks with the needs of the agency and court personnel.
· Strong ability to determine project information needs and the adequacy of available information.
· Ability to communicate clearly through writing, small group meetings, and presentations to large audiences; to present the results of quantitative analyses concisely; and to adapt presentations to particular audiences.



Qualifications and Credentials
A Bachelor’s degree in court administration, public administration, political science, business administration, social science or closely allied field AND:

· Three years of progressively responsible experience in court administration, program development, project management and/or research and evaluation.

· Evidence of substantive professional work in research and statistical analysis, and/or experience with at least one project report documenting the execution of a research effort, including the formulation of conclusions and recommendations.
A combination of relevant education and experience may be considered in meeting the qualification baseline.


SALARY RANGE:  60


· Workweek may fluctuate depending on workload or agency need.

· Overnight travel may be required based on business need.

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