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Administrative Office of the Courts 

 
 
 
 
COURT EDUCATION PROFESSIONAL 
 

 
Scope of Responsibility 

• Reports to the Trial Court Services and Judicial Education (TCS&JE) 
Manager and provides professional education services to the 
Washington court community. 

 
• Responsible decision making is expected within the scope of projects 

and responsibilities as defined by the TCS&JE Manager.  Work is 
performed in collaboration with members of the court community and 
Administrative Office of the Courts staff. 

 
• As an Education Professional this position may assign and/or review 

the work of Education Assistants and clerical staff for specified 
assignments, programs and projects. 

 
• Work is performed independently at an expert level of professionalism 

exercising independent judgment and decision making within specified 
areas of responsibility. 

 
 
Essential Activities 

• Responsible for conducting education needs analysis and defining the 
content and delivery for education programs, individual training 
courses and general education support to the Washington courts 
community. 
 

• Develops and designs curriculum for educational programs and 
individual training courses. 
 

• May produce webinars or on-line tutorials. 
 

• Responsible for working with education committees to provide 
professional delivery modalities of education programs and individual 
training classes. 

 
• Utilize adult education theory while working with education committees 

to develop course content and delivery. 
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Essential Activities (Continued) 
• Creates and maintains a resource library of relevant teaching 

materials, exercises, and online training resources used in the delivery 
of education programs and training courses. 

 
• Provides guidance and direction to Education Assistants to secure 

appropriate facilities for education programs, training courses, and 
events. 

 
• Provides professional on-site support at education sessions, programs, 

and conferences as assigned. 
 
• Provides professional support to committees as subject matter experts 

on the development and delivery of education programs and/or 
presentations.  

 
• Performs other duties as assigned. 

 
 
Key Competencies 

Demonstration of expert knowledge, skills and abilities in the following 
areas: 
• Adult learning theory and application 
• Development of on-line education and tutorials 
• Instructional Design 
• Independent design and delivery of projects and programs from 

inception through implementation 
• Strong interpersonal skills to work effectively and collaboratively with 

internal and external clients 
• Effective use of production and educational software and hardware 

tools 
• Rapid learning and adaptation to new technology 
• Professional rapport with members of the Washington court 

community 
• Clear and appropriate verbal and written communication 
• Determination of appropriate methods and timelines necessary to 

achieve a stated purpose 
• Develop appropriate project plans and action steps to meet objectives 
• Learn and implement new concepts, adapt to change, communicate 

policies and procedures 
• Professional instruction and curriculum development 
• Work independently and cooperatively 
• Maintain effective relationships 
• Organize multiple tasks and priorities 
• Recognize and resolve conflicts 
• Work effectively with persons of differing abilities and skill levels 
• Analyze and interpret complex issues 
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Qualifications and Credentials 
 
A Bachelor's degree in education or closely related field AND;  

• Demonstration of two (2) years of progressively responsible related 
experience in education. 

 
A combination of education and experience demonstrating a working 
knowledge and global understanding of education methodology, 
program/project coordination, and/or court business practices, may be 
substituted for education and/or experience requirements. 
 

 
 
SALARY RANGE:  58 
 

 
 
• 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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