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Administrative Office of the Courts

COURT BUSINESS INFORMATION COORDINATOR 


Scope of Responsibility

Coordinates how court business processes are recorded in the Judicial Information System.  Leads the courts and AOC in the presentation and valid interpretation of caseload information.  Identifies needed areas of business information improvement; designs and implements projects in response to needs. 

Reports to the Court Research Manager.  Serves as a member of the agency staff and is responsible for providing planning and budget input within the section.  Interacts with agency management, division staff, staff assigned to manage specific projects, the county clerks and clerks’ staff, court administrators, and administrators’ staff.  Works independently with minimal supervision.  Decision-making is within general policy and broadly outlined parameters—recommendations require interpretation and consideration of both tactical and strategic outcomes.


Essential Activities

· Leads court and AOC efforts in report development and other aspects of business intelligence.  
· Develops and leads implementation of performance reporting systems.  

· Facilitates resolution of case and record management information system problems requiring expert knowledge of legal process recording requirements. 
· May lead or facilitate implementation of enhanced automated business procedures in the courts.
· Evaluates court programs, operations, and procedures relative to the business applications of JIS data.
· Participates in the preparation and user validation of JIS feasibility studies with other project justification materials.
· Assesses the consistency and reliability of JIS data as it is used in end user procedures, legal reporting requirements and within JIS constraints affecting JIS application development and court user support.  May lead efforts to improve or maintain JIS data quality.
· Supports committees and constituents to identify and implement effective business and technical solutions in JIS.
· Reviews and coordinates the work of AOC staff, court personnel and others involved in the successful completion of research projects and research issues affecting the JIS applications.

· Represents the AOC in meetings with court personnel, clients and government agencies; supports agency staff on issues regarding content and meaning of court automated business systems in the JIS.

· Assists in the translation of identified business needs within, between and among court levels into more effective computer applications to support business processes.

· Performs other duties as assigned.



Key Competencies
· Ability to establish and maintain professional working relationships with co-workers, management and other constituents.  Accomplishes work objectives in cooperation with agency, court, and other professional colleagues.

· Expert knowledge level of the Washington State judicial community research needs as they pertain to court business practices. 

· Extensive knowledge of court business and court information systems and experience assessing business applications of large automated systems.  Proficient knowledge of client, human resource and organizational management concepts.
· Can coordinate multiple interdependent projects, conceive and plan independent experimental research, coordinate work of other AOC staff, and liaison with judges and court personnel.  Demonstrate professional leadership skill and ability commensurate with coordinating people, time, and resources to attain desired results.

· Ability to communicate and coordinate time, resources and staff to attain the desired results.

· Knowledge of agency programs, data warehouse operations, agency objectives, and end-user business environment and processes to accomplish project goals in a manner acceptable to users. Knowledge of project planning to include budgeting.

· Ability to work on multiple assignments concurrently, plans work to accomplish assignments, manages time to complete assigned tasks within the structure set by supervisor.

· Can identify, analyze and resolve problems in a consultative process bringing problems together with recommendations for solutions.

· Accurately assesses the resources necessary to carry out planned actions.  Perceives the impact and implication of decisions made regarding resources. Anticipates potential problems as well as opportunities and adjusts plans based on input.

· Able to independently develop written materials and communicate technical and non-technical information, consistently communicate effectively both orally and in writing.

· Exhibits ability to 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.



Qualifications and Credentials
Bachelor’s degree of business administration, public administration, criminal justice, or closely allied field; AND

Ten years of experience with court business operations and information systems, to include managing court projects involving multiple constituents, business assessments of information systems, production of at least one court business system analysis project report including formulation of conclusions and recommendations, using reports and queries to inform management of court operations, summarizing and presenting data in tables or figures.
Relevant education can substitute for up to five years of the experience requirement.  Relevant experience can substitute for up to two years of the education requirement.


SALARY RANGE: 68


· 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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