
[image: horizontal_logo]




Administrative Office of the Courts

ISD Vendor Relations Coordinator 


Scope of Responsibility

Plans, organizes, and recommends activities of the Administrative Office of the Courts - Information Services Division (ISD) for coordination of vendor relations.  Develops policies, standards, and processes for managing vendor relationships and vendor performance for ISD. Functions as the ISD agent for support, coordination, and tracking of vendor relationships and vendor performance management.  

Reports to the Associate Director of Policy and Planning, positions in this classification will interact with agency management, agency contract staff, all levels of ISD staff, and staff of other divisions as needed for cross-divisional work.  As a member of the agency staff, is responsible for providing input to ISD planning and budget.  Work is done under general supervision, and assigned by management.  Decision-making is according to established guidelines and defined rules and procedures, although some areas require interpretation and/or development of possible approaches. 


Essential Activities

· Work closely with ISD leadership, agency staff, and other stakeholders to lead the ISD vendor management processes.  
· Work with the AOC Contracts Section to ensure technical aspects of contracts meet the needs of AOC and the judiciary.
· Develop standards for ISD vendor deliverables and acceptance of deliverables.
· Conduct standards and process compliance audits on ISD staff and vendors and recommend changes to accommodate changes in business requirements.
· Communicate with appropriate executives from vendor companies regarding proper engagement practices. Ensure that AOC obtains the best rates and discounts for services and products that are being purchased from vendor.
· Maintain information about a diverse pool of eligible vendors and conduct necessary evaluations of their qualifications to successfully perform to the terms of their contracts with minimal risk to the agency.  Assist Contracts Section in technical aspects of procurements for ISD.  
· Develop methods and evaluation criteria to set standards for and evaluation of vendor performance.
· Establish and maintain a comprehensive vendor history program to include vendor performance, copies of evaluation scores, and ratings.
· Perform duties with the objective of attaining success through identification of solutions to mitigate potential risk.
· Perform other duties as assigned.


Key Competencies

· Highly proficient communication and negotiation skills.
· Working knowledge of public sector procurement, contracting, and accountability standards.
· Expert knowledge of information technology concepts and practices.
· Working knowledge of the Software Development Life Cycle.
· Working knowledge of project management principles.
· Well-developed interpersonal skills and abilities in order to establish and maintain effective and relationships with vendors, co-workers, management and other constituents.
· Work effectively with people of different abilities and skill levels.  
· Resolve problems quickly and efficiently with minimal negative impact and provide viable options when needed.
· Model agency values of integrity, teamwork, customer service, honesty, communication, respect, accountability, and trust.


Qualifications 

Bachelor’s degree in business administration, public administration, communication, computer science, or a closely allied field; AND

Five years of progressively responsible vendor management experience in an information technology environment.  


A combination of relevant education and experience may be considered in meeting the qualification baseline.



SALARY RANGE:  66 




1. Workweek may fluctuate depending on workload or agency need.
1. Overnight travel may be required based on business need.
1. This position is not covered under the Fair Labor Standards Act (FLSA).
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