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Position No.:
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Date:

ISLAND COUNTY

SUMMARY JOB DESCRIPTION

POSITION:
SUPERIOR/JUVENILE COURT ADMINISTRATOR-JUVENILE DEPT.

POSITION NUMBER:       
1400.00        

CURRENT EMPLOYEE:          

ANNUAL HOURS WORKED:   2080

1.0   
MAJOR FUNCTION AND PURPOSE

1.1
Employee in this position ensures the functions of Juvenile Court under RCW 13 
are carried out.  Provides services to the court in Family Court matters.

1.2
Employee in this position manages the administrative functions of Superior Court and non-judicial personnel.

2.0   
SUPERVISION RECEIVED
2.1
Employee in this position is given significant discretion within the scope and policy and regulations in the performance of his/her duties.  Minimal supervision is given by the Superior Court Judges.

3.0       SUPERVISION EXERCISED

3.1
Employee in this position supervises the Juvenile Probation Officers, Probation Aides, Juvenile Detention Officers, non-judicial employees of Superior Court and volunteers.

4.0  
SPECIFIC DUTIES AND  RESPONSIBILITIES

Juvenile Court Services
4.1
Responsible for the supervision of Probation Counselors which includes:  Review 
of cases, reports and staffing of cases; preparation for court; provision for continuing education; assignment of tasks and supervision where appropriate, 
coordination of work time and space; establishment and update of policies and procedures.

4.2 Responsible for the supervising the management and operation of the Juvenile Detention Center.

4.3 Responsible for coordinating with various agencies in serving and meeting the needs of Juvenile offenders.

4.4
Responsible for the operation and management of a secure Crisis Residential 
Center (CRC).

4.5
Responsible for supervision of the diversion program which includes: Review of 
mandatory diversion cases for legal sufficiency; supervision of diversion program, 
supervision of volunteer program, supervision of community service worksite 
policies and procedures.

4.6
Supervise contracts and grants which include: ensuring that contract and grant 
requirements are fulfilled; apply for grants when appropriate; join with other 
agencies to apply for grants or support applications when appropriate.

4.7
Administrative duties include: Prepare and administer budget; approve vouchers; attend meetings; liaison with other agencies; participate with other 
agencies toward the enhancement of the court systems and the betterment of children and families and the systems which serve them.

Superior Court
4.8
Responsible for the oversight of daily court operations, development and implementation of policies and procedures, budget development, case-flow management, oversight of projects, grants, and contracts.
4.9
Manages and coordinates external communications for the court including the media.

4.10
Manages the development and implementation of the internal court information technology requirements.

4.11
Manages the hiring, training, supervision and discipline of non-judicial court employees.

4.12
Plans, assigns and reviews the work of staff, conducts employee performance evaluations and recommends salary increases.

4.13
Manages the case-flow, jury management and court records of the court.  Plans and implements procedural and administrative functions for the court.
4.14
Manages grants, contracts, divisions (such as probations, juvenile-detention center), and the accounting for collection of fines, fees and bail postings.

4.15
Monitors the need for changes in local court rules, including changes that are needed when there is a change in the law.

4.16
Manages the court’s financial affairs, including budget preparation.
4.17
Establishes and maintains effective working relationships with judges, attorneys, elected and appointed officials, external court customers and court staff.

4.18
Perform other duties as assigned.

5.0   
DESIRABLE QUALIFICATIONS, KNOWLEDGE, SKILLS AND 
ABILITIES                   

5.1
Knowledge of RCW’s 9, 13, 11, 26 and other pertinent statutes.

5.2
Good writing skills.

5.3
Familiarity with employment practices.

5.4
Ability to use modern office equipment.

5.5
Ability to be on call for law enforcement.

5.6
Ability to communicate and work with parents, juveniles and various public and 
private agencies.

5.7
Familiarity with tools, instruments, equipment and techniques commonly used in 
the performance of related tasks.

5.8
Maintain a high standard for accuracy, completeness and efficiency in the 
preparation of reports.

5.9
Ability to quickly grasp new techniques, deal with rapid changes in events, 
remain calm in stressful situations, relate to various personality styles in a calm, 
professional manner.

5.10
Effectively communicate with others for purposes of gathering and relaying 
information.

5.11
Understands the need for maintaining confidentiality of sensitive information.

5.12
Independent and self motivated to complete required deadlines while 
simultaneously completing other tasks.

6.0   
EDUCATION, EXPERIENCE AND CERTIFICATES

6.1
Valid Washington State Drivers License.

6.2
Bachelor’s Degree from an accredited university.  Ongoing education to maintain 
and enhance knowledge and skills.

6.3
Previous experience in Juvenile Court, Family Court and supervisory experience.

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT AGREEMENT BETWEEN THE EMPLOYER AND EMPLOYEE, AND IS SUBJECT TO CHANGE AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.

Juvenile Court Director

Juvenile Court Services

May 2007

c:\jobdesc\juvenile\juvenile court director


