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Administrative Office of the Courts
ISD Release Coordinator 


Scope of Responsibility
Plans, organizes, and recommends activities of ISD for coordination of IT software releases and system change management processes as defined in the current version of the Information Technology Infrastructure Library (ITIL).  This includes the development of policies, standards and processes for building, testing, delivering, and implementing service capabilities with minimal impact to current services. Global ISD release management processes will be used to promote all software releases.  Global ISD change management processes will be used to manage all changes to software and hardware in the production environment.
In addition, this position plans, organizes, and recommends activities of the Information Services Division (ISD) for coordination of Information Technology (IT) focused Service Level Management.  This includes the development of policies, standards and processes for negotiation and documentation of appropriate IT service targets with representatives of court business organizations.  This position will also develop, monitor, and report on service metrics that indicate ISD's ability to deliver the agreed level of service.  
Reports to the Associate Director of ISD Policy and Planning, positions in this classification interact with executive leadership, agency management, external stakeholders, all levels of division staff, and staff assigned to specific projects.  As a member of the agency staff, provides input to ISD planning and budget.   Work is done under general direction, and as assigned by management.  Decision-making is according to broadly defined guidelines and procedures, and some areas require interpretation and/or development of possible approaches.


Essential Activities
· Work with functional managers, project teams and ISD leadership to identify and develop effective system release and change management strategies including processes, communication and training plans; develop training materials with subject matter experts; develop and facilitate service management policy for diverse stakeholder groups.
· Effectively implement and monitor service and release and change processes. Ensure that standard release management processes are used to promote all software releases.
· Develops and updates software release and change procedures for normal and emergency releases and changes. Works with hardware, software maintenance and development units to establish, coordinate and communicate a master schedule of system changes.
· Diagnose and address change-related business challenges in a proactive manner. Design and develop approaches to assist in the implementation of new systems.
· Work with court business representatives, functional managers, and ISD leadership to identify and develop effective Service Level Management capabilities to ensure services deliver the intended objectives and benefits in an efficient manner.

· Key team member working with the Project Management Office (PMO), internal staff and customers to assist in the successful implementation of new systems and business processes.
· Diagnose and address service level, release, and change-related business challenges in a proactive manner.  
· Knowledge of the Software Development Lifecycle phases, activities, workflows, artifacts, roles and responsibilities.
· Perform duties with the objective of attaining success through identification of solutions to mitigate potential risk.
· Performs other duties as assigned.


Key Competencies
· Knowledge of system change strategies, methods and tools.

· Strong organizational skills.

· Well-developed interpersonal communication and leadership skills and abilities in order to establish and maintain effective and collaborative working relationships with staff, co-workers, management and other constituents.
· Ability to work collaboratively with multiple functional units, project teams and stakeholder groups.
· Understanding of information technology concepts and practices.
· Working knowledge of project management principles.
· Formulate creative and effective approaches to bring about quick understanding and adoption of change messages.

· High level presentation skills to provide information and education to both internal and external stakeholders. 


Qualifications 
Bachelor’s degree in business administration, public administration, computer science or a closely allied field; AND
Five years of recent and progressively responsible  experience working with complex information technology systems - to include experience working in an Information Technologies Infrastructure Library (ITIL) environment.  
A combination of relevant education and experience may be considered in meeting the qualification baseline.


SALARY RANGE:  70


· 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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