Administrative Office of the Courts

Senior Educator – Judicial Education Services


ADMINISTRATIVE OFFICE OF THE COURTS

Job Description
SENIOR EDUCATOR

JUDICIAL EDUCATION SERVICES
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 Services Manager to develop, coordinate, and deliver judicial education programs and products.  Holds decision making responsibility within the specific areas of expertise. Position may perform project or program lead responsibilities as assigned.
TYPICAL WORK

Assigned to a senior advisory role to judicial education committees in planning, developing, conducting, delivering, and evaluating education programs and products.

Coordinates education committee meetings and programs in cooperation with advisory committees, and the Administrative Office of the Courts. 

Provides support and assistance to judicial advisory committees in the planning, development, implementation and evaluation of education programs consistent with established standards and requirements for judicial education.

Develops procedures for judicial education programs and interprets policy and procedures to advisory committees and program participants.

Develops, coordinates and evaluates curricula, courses, and educational materials using both traditional teaching methods and those available through ever-changing technology.

Works with faculty to develop and deliver effective programs to the target audience. Provides consultation/instruction to advisory committees and contract faculty regarding educational theory and methods for inclusion in judicial education programs.

Prepares reports, analyzes information, and conducts basic research as requested by the Judicial Education Services Manager.

Assumes lead responsibility for special projects and programs as requested by the Judicial Education Services Manager.

Maintains Judicial Education Services program files and records.

Performs other duties as assigned.

	Position Requirements

	Bachelor’s degree in education or closely allied field.
	Five years of project or program management experience.

	Two years or more of full-time experience teaching/training adults.
	Two years or more of experience in curriculum development.

	Nine years or more of direct working experience in coordinating, delivering, and evaluating educational programs/services.
	Combination of education and experience demonstrating a working knowledge and global understanding of court business operations and/or JIS applications.


CORE COMPETENCIES

	Technical Competencies

	Specific skills required to perform the identified work at the expected level of performance.

	Requirements

	· Proficient knowledge of organization and implementation skills.
· Proficient knowledge level of customer and client base related to judicial education programs/services.
· Proficient ability to understand the global view. 
· Proficient ability to provide leadership through the facilitation of various groups focused on the same goal but with diverse interests. 
· Proficient knowledge level of the Washington State judicial community educational needs.

	· Knowledge of education theory and methods, with a specific focus on adult education; curriculum design, instructional design, course assessment and evaluation techniques. 
· Knowledge of 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/program management.


	Forecast Competencies

	Logically integrates various ideas, intentions, and information to form effective goals, objectives, timelines, action plans, and solutions.

	Behavioral Examples

	· Effectively identifies potential tasks, activities, and timelines necessary to achieve a stated purpose.  Develops a clear understanding of required action steps.
· Develops plans and strategies that clearly identify the purpose, critical actions, priorities, timelines, scope, methodology and expected outcomes.
	· From a large array of possible actions, accurately identifies those that are most pertinent, critical, and time sensitive.  Discards actions which are not essential or which may lead in the wrong direction.  Establishes priorities and a sequence of activities accordingly.
· Learn and implement new concepts; adapt to change; interpret and effectively communicate policies and procedures; instruct individuals and groups.


	(Forecast Competencies Continued) Behavioral Examples 

	· Acquires and integrates input from others regarding critical actions, timelines, sequencing and priorities.
· Interpret policies governing judicial education to advisory committees and program participants; act in a lead capacity for projects and program areas.
	· Anticipates potential problems as well as opportunities and adjusts plans based on input.
· Negotiates with faculty; plans work efficiently and in conjunction with established goals and objectives; establish and maintain effective working relationships with boards and committees.


	Accountability Competencies

	Can be relied upon to achieve excellent results with little need for direct oversight.

	Behavioral Examples

	· Meets productivity standards, deadlines, and work schedules.
· Stays focused on tasks in spite of distractions and interruptions.
· Accepts personal responsibility for the quality and timeliness of work.
· Ensures corrected work meets the original customer expectation.
· Personally owns and acknowledges responsibility for meeting expectations.
· Does not attempt to diffuse blame for not meeting expectations.

	· Makes best use of available time and resources.
· Acknowledges and corrects mistakes.

· Clearly sees and understands the customers’ expectations and ensures that work products meet those expectations.

· Does not “pass the buck,” make excuses or engage in behavior designed to justify decisions for self-protection purposes.
· Faces up to problems with people quickly and directly. 
· Understands communication mechanisms and measures goals accurately.


	Ethics and Integrity Competencies

	Earns the trust, respect, and confidence of coworkers and customers through consistent honesty, forthrightness, and professionalism in all interactions.

	Behavioral Examples

	· Maintains confidentiality.
· Avoids inappropriate situations and associations.
· Does not misrepresent him/herself for personal gain.
	· Keeps promises and commitments made to others.
· Tells the truth.
· Uses public funds and resources appropriately.


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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