ADMINISTRATIVE OFFICE OF THE COURTS

Educator

ADMINISTRATIVE OFFICE OF THE COURTS

Job Description
EDUCATOR

JUDICIAL EDUCATION UNIT
DEFINITION
Responsible for coordinating, organizing, and delivering judicial education programs and products to the Washington State judiciary. 

DISTINGUISHING CHARACTERISTICS

Works under the direction of the Judicial Education Manager to assist in coordinating and delivering judiciary education programs and products. Routine work is performed independently subject to review and approval.

TYPICAL WORK
Assists senior staff, acts as liaison in an advisory role between the Administrative Office of the Courts, Board for Court Education, and assigned advisory committees in planning, developing, conducting, delivering, and evaluating education programs and products.

Coordinates, implements and monitors specific education projects, efforts of the judicial organizations’ education committee.  These projects may include ongoing programs and assignments in specific education areas.

Provides assistance to senior staff in the development of procedures for judicial education programs and interpretation of policy and procedure for judicial committees and program participants.

Under the direction of senior staff, observes education programs and provides information to assist in the evaluation of program curricula, courses, materials, facilities and faculty effectiveness.

Assist with the development of curricula and other educational materials using both traditional teaching tools and those available through ever-changing technology.

Maintains Judicial Education Section files.

Performs other duties as assigned.

KNOWLEDGE AND ABILITIES
Knowledge of: education theory and methods, with a specific focus on adult education;

curriculum design, instructional design, course assessment and evaluation techniques;

the legal system, specifically the courts; research legal subject areas; office methods and procedures; problem solving techniques; communication skills and methods; organization techniques; and project management.

Ability to: work independently with limited supervision; communicate effectively both orally and in writing; effectively communicate and negotiate with faculty; plan work efficiently and in conjunction with established goals and objectives; establish and maintain effective working relationships with boards and committees; plan, organize, conduct and evaluate education programs; organize multiple tasks and priorities;

learn and implement new concepts; adapt to change; interpret and effectively communicate policies and procedures; instruct individuals and groups.

MINIMUM QUALIFICATIONS
Bachelor's degree involving major study in education or education specialty AND three years of administrative experience working with project implementation and one year of experience in curriculum development OR one year of full time teaching/training experience of adults.
Relevant experience may be substituted for educational requirement on a year for year basis.

SALARY RANGE

54
· 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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