ADMINISTRATIVE OFFICE OF THE COURTS

JIS Education and Client Support Manager


ADMINISTRATIVE OFFICE OF THE COURTS

Job Description
JIS EDUCATION AND CLIENT SUPPORT MANAGER

DEFINITION

Responsible for the management of the Judicial Information System (JIS) Educational Services and Client Support Section, which involves the planning, organizing, and directing of educational services and client support services for the statewide JIS and auxiliary information systems.
DISTINGUISHING CHARACTERISTICS

Reporting to the Information Services Division Director, responsible for managing staff and resources, short and long term business planning, program development, evaluation, enhancement, and delivery of JIS educational services and client support services.  Responsible for exercising independent judgment and providing recommendations to Information Services Division management directly impacting the tactical implementation and strategic direction of the major JIS educational delivery of products and services to the court community.

TYPICAL WORK

Responsible for consultation support and management of all aspects of the course development, documentation, and delivery processes for statewide JIS educational services.

Establishes and reviews educational course schedules, curricula, delivery methods, emerging technologies, business processes, and priorities to determine the most appropriate documentation, delivery of JIS educational programs, performance support tools, and other educational services.

Establishes goals, standards, guidelines, and procedures related to JIS educational service activities.

Ensures that curricula and delivery methods accommodate the constraints of the instructional environment and are consistent with educational goals and standards.

Evaluates activities and services for process improvements that impact the JIS educational operation. 

Directs project planning, project management, and quality assurance through all phases of development, delivery, and evaluation of client user documentation and JIS education and client support.

TYPICAL WORK (Continued)
Consistently uses systematic project planning and implementation to create and review strategic business plans, resource allocation, and similar processes for the JIS Educational Services Section.

Manages the contract and budget processes related to JIS educational services and client support.

Exercises judgment to make timely, sound strategic decisions consistent with organizational objectives and to ensure the effective use of people, technology, and other resources for statewide initiatives.

Identifies policy issues, groups, or individuals for policy resolution; may produce alternatives and strategies for resolution; and makes recommendations for resolution.

Performs other duties as required.

KNOWLEDGE AND ABILITIES

Interpersonal Skills: exhibits interpersonal leadership skills and abilities to establish and maintain professional working relationships with co-workers, management and other constituents.  Accomplishes work objectives in cooperation with agency, court, state and professional colleagues. 

Professional Management Skills:  demonstrates the skill and ability commiserate with managing people, time, and resources.  Requires the ability to effectively communicate and coordinate time, resources and staff to attain the desired results.  Exhibits knowledge of client, human resource and organizational management concepts.  Demonstrates ability to work effectively with people of different abilities and skill levels.

Time and Resource Management: demonstrates the ability to work on multiple assignments concurrently, plans work to accomplish assignments, manages time to complete assigned tasks within the structure set by supervisor.

Problem Management and Resolution Skills: identifies, analyzes and resolves problems in a consultative process bringing problems and recommendations for solutions 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.

KNOWLEDGE AND ABILITIES, (Continued)

Technical: demonstrates knowledge of court business processes, JIS computer applications and operating systems, adult educational principles, curriculum development, instructional design, educational delivery systems, and current technologies available to facilitate and enhance learning.  Demonstrates ability to grasp basic working knowledge of agile development processes and distributed component architectures.
Communication Skills: demonstrates proficiency in research and written composition.  Demonstrates ability to independently develop written materials and communicate technical and non-technical information.  Demonstrates ability to consistently communicate effectively both orally and in writing; coach, lead, and motivate; translate business requirements into functional solutions; manage the implementation of solutions in an effective and efficient manner; exercise judgment to make timely and sound strategic recommendations consistent with organizational objectives; think critically in decision-making and problem solving; plan, develop, conduct, and evaluate adult education programs; develop educational presentations, documentation, and other educational materials customized to clients’ needs and job functions; work independently and cooperatively; initiate and build client relationships; maintain effective work relationships; organize multiple tasks and priorities; learn and implement new concepts; adapt strategies and solutions to change; recognize and resolve conflicts; work effectively with people of different abilities and skill levels; and analyze, interpret, make recommendations, and make decisions regarding complex issues.

MINIMUM QUALIFICATIONS

Bachelor’s Degree in education or closely allied field from an accredited college/university; and

Minimum of eight (8) years of progressively responsible management experience supervising ten (10) or more personnel involved in the preparation and delivery of adult continuing education courses; and 

Minimum of three (3) years of successful teaching experience of adult continuing education programs; and

Thorough working knowledge of adult learning curriculum development, effective instructional strategies/techniques, program design, assessment, and evaluation procedures; and

Ability to provide leadership to others; and

Ability to develop and maintain effective relationships with staff and clients.
Relevant experience may substitute for education on a year for year basis.
DESIRABLE QUALIFICATIONS

· Teaching and/or supervision experience in information technology industry.

· Customer service problem resolution experience.

· Masters degree from an accredited college/university.

· Work experience in a court or other criminal justice agency.

SALARY RANGE

69
· 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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