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Administrative Office of the Courts
Operations Manager



Scope of Responsibility
Plans, organizes, and directs activities of the Information Services Division (ISD) operations section. These functions include incident management, change management, configuration management, release management, problem management, web support and application management. Oversees the application software and processes and procedures necessary to deliver services to the Washington Courts in the most efficient and effective manner possible.
Reporting to the Information Services Division (ISD) Director, this position is a member of the agency management team, providing input to the agency’s responsibilities, influencing agency policies, and working to balance the agency’s mission and goals with budgeted resources.  It is responsible for managing professional staff and controlling assigned budget/resources for the section.  Decision-making is within general policy and broadly outlined parameters; decisions require interpretation and consideration of both tactical and strategic outcomes.  The position interacts with executive leadership, agency management, external stakeholders, all levels of division staff, and staff assigned to specific projects.  It also represents the agency in assigned areas to the court community and other constituents.  



Essential Activities
· Supervises the Operations staff.  This includes hiring activities, performance management, coordinating and managing training, guiding, mentoring and motivating staff.   Communicates with staff to assign work and ensure that standards and deadlines are understood.  Regularly evaluates work to ensure alignment with standards and expectations.

· Plans, organizes, and monitors the operations of the Operations Section to include, but not limited to, implementing mandated legislative changes within existing applications.
· Ensures that incidents are identified, prioritized and resolved as efficiently as possible in order to deliver high availability of service.

· Confers and coordinates with user groups regarding applications capabilities, the feasibility of developing specific applications systems, and determining system requirements and modifications for assigned applications systems.
· Approves resource support to design and develop new systems and modifications to existing applications.
· Sets goals and determines priorities for the section. Works with staff and stakeholders to ensure objectives, goals and project priorities are achieved.
· Ensures open communications between user and technical groups.
· Participates in long-range planning efforts for the Information Services Division.
· Participates in the evaluation, costing, selection, testing, and implementation of applications-related software and hardware.
· Reviews and is responsible for the documentation of systems.
· Ensures compliance with the Data Element Dictionary across the system.
· Advises the Director on current application technology innovations.
· Staffs the JISC Codes Committee and provides continuous communication to stakeholders.
· Participates in the development of application standards and procedures; ensures all projects and assignments comply with ISD quality guidelines and that they are understood by all technical staff and user groups.
· Develops and schedules application section priorities, assigns responsibilities to staff, and ensures efficient and timely completion of projects.  Prepares time and cost estimates and progress reports for application section projects. Participates with the Director regarding evaluation and selection of contract firms.  Performs research on potential suppliers.
· Confers with hardware and software vendors to obtain information, resolve problems, and arranges for demonstrations and evaluations to be conducted.


Key Competencies
· Well-developed interpersonal leadership skills and abilities in order to establish and maintain effective and collaborative working relationships with staff, co-workers, management and other constituents.

· Cooperate and collaborate with agency, court, state and professional colleagues in order to accomplish work objectives.
· Knowledge of client, human resource and organizational management concepts.

· Ability to plan and interact with project managers, align resources with the PMO Manager, and execute project plans within given budget constraints.
· Work effectively with people of different abilities and skill levels.  
· Work on multiple assignments concurrently, plan work to accomplish assignments, manage time to complete assigned tasks within the structure set by supervisor.
· Identify, analyze and resolve problems in a consultative process bringing problems and recommendations for solutions.  Think critically in decision-making and problem solving situations.
· Clearly communicate business requirements and development priorities.
· Communicate effectively, both orally and in writing.  Make effective presentations and clearly communicate complex technology issues clearly to non-technical parties.
· Knowledge of principles and methods used in the analysis and development of computer systems and procedures to include system and application security requirements, test requirements, roll-out (implementation) and roll-up processes, lessons learned processes, documentation and user training techniques.
· Understand and articulate the interaction and mission of interested groups, boards, committees, and the judicial community.


Qualifications and Credentials
A bachelor’s degree in computer science, business administration, public administration or closely allied field AND:
· Five years experience in a complex information technology environment
· Experience managing and directing information technology professionals.
A combination of relevant education and experience may be considered in meeting the qualifications.


SALARY RANGE:  73


· Workweek may fluctuate depending on workload or agency need.
· Overnight travel may be required based on business need.
· This position is exempt from the Fair Labor Standards Act (FLSA).
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