ADMINISTRATIVE OFFICE OF THE COURTS

JIS Learning Associate


ADMINISTRATIVE OFFICE OF THE COURTS

Job Description

JIS LEARNING ASSOCIATE

DEFINITION
Assists in developing and implementing JIS educational courses and provides consultation in the use of the Judicial Information System (JIS) and auxiliary information systems for the staff in courts of the state of Washington and allied clients. 

DISTINGUISHING CHARACTERISTICS
Under the direction of the JIS Educational Services Section Manager, responsible for assisting in the development and implementation of educational course curricula, educational methods, and materials to include: education of clients in the use of the JIS and auxiliary information systems, maintenance of tutorials, and limited consulting support in problem resolution related to the use of the JIS.  Routine work is performed independently subject to review and approval.

TYPICAL WORK
Assists in the developing, preparing, conducting, and evaluating technical education for court staff and allied clients in the use of the JIS and auxiliary information systems.

As directed, conducts research on topics related to judicial information systems and court business practices.

Assists in development of curricula and training materials related to judicial information systems.

Assists with quality assurance efforts related to training on judicial information systems.

Coordinates the logistical needs for scheduled educational courses.

Provides technical assistance and consultation to internal and external groups as directed.

Performs other duties as required.

KNOWLEDGE AND ABILITIES
Knowledge of: basic computer application concepts, basic operating system concepts, Windows environment, adult educational principles, curriculum development, instructional design, and current technologies available to facilitate and enhance learning.

Ability to: communicate effectively both orally and in writing; plan, develop, conduct, and evaluate adult educational programs; develop educational presentations and materials customized to clients’ needs and job functions; work independently and cooperatively; maintain effective work relationships; organize multiple tasks and priorities; learn and implement new concepts; adapt to change; recognize and resolve conflicts; work effectively with people of different abilities and skill levels; and analyze and interpret complex issues.

MINIMUM QUALIFICATIONS

Bachelor’s degree in education or closely allied field AND two years of direct working experience in developing and conducting educational programs to include six months of demonstrated experience in the use of computer applications.

Additional relevant experience may substitute for education 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).

12/00 Established
