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COURT SERVICES MANAGER


Scope of Responsibility
Responsible for the overall operation of the Court Services Section to effectively assist the judiciary in policy development, statewide planning and programmatic support.   Responsible for management of policy analysis, planning and implementation of judicial projects, programs and services for the Administrative Office of the Courts (AOC).  Directs the services provided by the Court Services Section to Supreme Court Boards and Commissions and to judicial and management associations, and plays an active role in coordinating efforts to promote diversity, support cross-cultural competence, identify and eradicate bias in the state court system. 

Reporting to the Director for the Judicial Services Division, 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, all levels of division staff, judicial officers, administrators, staff, and Clerks; persons at all levels in the state executive and legislative branches; citizen groups, and representatives of local and federal government. 



Essential Activities
· Plans, coordinates, and manages the services provided by the Court Services Section to Supreme Court Boards and Commissions and to judicial and management associations. 
· Supervises the Court Services staff.  This includes hiring activities, performance management, coordinating and managing training, guiding, mentoring and motivating staff, and connecting the role of staff functions to the agency mission.    Assigns work and ensures that standards and deadlines are understood.  Regularly evaluates work to ensure alignment with standards and expectations.
Essential Activities (Continued)
· Provides consultative assistance to judges and court managers, and provides leadership for cross-jurisdictional issues.
· Plans and coordinates resources to support court programs and activities.  Provides information on programs and activities through periodic status and progress reports.
· Supervises development of new programs and court rules as requested by associations or commissions for implementing administrative programs.
· Plans the level of business support the Section will provide on projects relating to the Judicial Information System.
· Performs long and short term business planning and budgeting for the Court Services Section and related programs. 
· Recommends and implements improvements to court services activities and processes.

· Functions as lead for projects as directed.
· Provides consultative assistance in the development of policies and procedures impacting court operations.
· Considers court management research, court management development materials, and project source documents for statewide application.
· Identifies opportunities for the dissemination of information regarding objectives for proposed programs to the judiciary and other stakeholders.
· Organizes and directs the preparation of policy analysis of program issues; identifies and anticipates issues that must be addressed in program planning and legislative and budget activities; directs the preparation of position papers; and may represent the Administrative Office of the Courts at committee meetings and hearings.
· Serves as liaison with Contracts Manager and vendors related to procurement and program implementation.
· Prepares reports to inform AOC leadership of project goals, objectives, and progress.
· Performs other duties as assigned.


Key Competencies
· Knowledge of principles of court management and administration; the criminal justice system; laws, procedures and practices within courts of all jurisdictions; literature and trends in court administration; and planning, research and analytical techniques. 
· Expert knowledge of the organization and operation of Washington State court system.
· Professional knowledge of the principles and techniques of effective program and project management.

· Exercise judgment and make timely, sound strategic decisions and recommendations consistent with organizational objectives.  Ability to think critically in decision-making and problem solving situations.

· Well-developed skills and knowledge in the areas of supervision/management, including planning, organizing and directing work, hiring, performance management, counseling, motivation, and recognition.
· Use strategic and interpersonal leadership skills and abilities to interpret and represent interests of the AOC; plan work efficiently; observe and evaluate program performance; and establish and maintain effective working relationships with governmental and court officials at all levels such as judges, clerks, court administrators, legislators, etc.

· Communicate effectively both orally and in writing.  Develop communications materials with proficiency in research and written composition as well as deliver information through presentations.
· Model agency values of integrity, teamwork, customer service, honesty, communication, respect, accountability and trust.


Qualifications and Credentials
· Bachelor’s degree in court administration, public administration, political science, or closely allied field; AND 

· Seven years of progressively responsible experience in court administration or program development, to include three years of general management and supervisory experience.

Relevant work experience may substitute for education on a year for year basis to meet qualifications.



SALARY RANGE: 72


· Travel, weekend work or non-standard working hours required as needed.

· Overnight travel may be required based on business need.

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

Revised 8-2011

Salary Revised 5-2008

Revised – 5-2006
PAGE  
4
Court Services Manager – AOC HR 8-11
JUD-A017 – EEO Code 01

