Court of Appeals, Division III
Spokane, Washington

CASE MANAGER

DUTIES AND RESPONSIBILITIES:

Under the direction of a Senior Case Manager or the Clerk of the Court, processes cases such as personal restraint petitions, notices of appeal, and notices for descrtionary review for the Court of Appeals.  Typical duties include opening new petitions, docketing case information into the ACORDS on-line docketing system, interpreting appellate rules and procedures, and working with attorneys and defendants to resolve case processing issues.  
MINIMUM QUALIFICATIONS:
Associate of arts degree in legal secretarial science or related field; OR
Graduation from high school/GED AND three years clerical/secretarial experience including one year in a legal environment.

Desirable Qualifications:
· Experience using Access and Excel.
· Experience generating queries to obtain specific information from a database (i.e. build GUI query forms in relational database management systems).

SALARY AND BENEFITS:

· $28,248 - $35,808 annually (Range 39)


· Medical/Dental, Life Insurance, and Long Term Disability Insurance programs

· Paid Vacation and Sick Leave

· State Retirement Plan
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APPLICATION PROCEDURE:  Call (360) 357-2409 or visit our web site at www.courts.wa.gov/employ for an application package.  Submit résumé, minimum qualifications matrix and completed application to the Human Resources Section, AOC, 1206 Quince Street SE, PO Box 41170, Olympia, WA  98504-1170.  No applications will be accepted by the Court of Appeals.

Persons of disability needing assistance in the application process or those needing this job announcement in an alternative format, may call (360) 705-5289 or the Telecommunications Device for the Deaf at 1-800-833-6388.

CLOSING DATE:  Application packets must be received by 5:00 p.m. on May 16, 2005.
The Washington State Court of Appeals is an Equal Opportunity Employer.  Women, racial and ethnic minorities, persons of disability, disabled veterans, Vietnam era veterans, and persons over 40 years of age are encouraged to apply.

