Administrative Office of the Courts 


Career Opportunity

	COURT PROGRAM ANALYST/ SENIOR COURT PROGRAM ANALYST
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Where is AOC Located?

The Administrative Office of the Courts is located in Olympia, Washington, on Interstate 5 between Seattle, Washington and Portland, Oregon.  Olympia and the surrounding Thurston County area offer numerous social, recreational, educational, and cultural opportunities.  Natural features include Puget Sound, the 
Olympic National Park to the west, and 
Mt. Rainier to the east.  Mount St. Helens and the Pacific Ocean beaches are within
a 2 hour drive of the city.  

AOC PROFILE:

The Administrative Office of the Courts (AOC) is a department of the Washington State Supreme Court.  Established by state statute in 1957, the mission of the AOC is to advance the efficient and effective operation of the Washington State judicial system.

The AOC carries out its mission through formulation of policy and legislative initiatives, court technology development, educational programs, and program support for 428 Washington judges and their staff.  The AOC draws its employees from a wide range of professions
including legal, information technology, research, education, and judicial administration.

The agency is administered by an executive team that is committed to maintaining a dedicated and diverse workforce that provides the highest
quality of customer service and continuously develops strategies for improving the performance and effectiveness of the court system in Washington.


	POSITION:       One Position Vacancy – To be filled at the Court Program Analyst OR Senior Court Program Analyst level
SALARY:          $46,152 TO $59,088/annual DOQ (Analyst)
$50,964 TO $65,220/annual DOQ (Sr. Analyst)
LOCATION:      Olympia, Washington

OPENS:            April 11, 2006
CLOSES:          April 25, 2006
The Court Analyst in this position will be responsible for carrying out the responsibilities of the Administrative Office of the Courts (AOC) Court Certified Interpreter Program as set out in RCW 2.43.  The Analyst will also serve as lead AOC staff to the Supreme Court Interpreter Commission as set out in General Rule 11.1, direct the development of the newly formed Registered Interpreter Program, and serve as staff for other projects.

Essential Activities:

Court Program Analyst Level:

· Responsible for development, implementation, monitoring and evaluating program components involving significant impact on judicial policy and procedure.

· Work is performed at a professional level with minimal supervision and exercises independent judgment within specified areas of expertise and with periodic review and assistance from supervisor.

· Manages the study of existing court administrative procedures that involves designing and analyzing alternative management techniques and estimating the statewide impact of proposed change(s).

· Monitors legislative bills related to specific judicial associations or committees.

· Presents the objectives of proposed judicially related programs to the judiciary to promote acceptance and understanding of alternative procedures.

· Recommends the scheduling of new program implementation.

· Evaluates program performance and costs of new administrative techniques.

· Provides staff support to judicial and court administrative associations that includes: preparing correspondence, drafting policies and procedures, drafting budget proposals, writing grant proposals, etc.  Coordinates committee activities with local courts and reports progress.
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	AOC Offers…

· A comprehensive benefits package;

· Membership in the Public Employees’ Retirement System; and 

· Opportunities to participate in the Deferred Compensation and Dependent Care Assistance Programs.
Benefits:

· The state of Washington offers a comprehensive benefits package, including health, dental, life and long-term disability insurance

· Vacation leave

· Sick leave

· Shared leave

· Family – Medical Leave

· Military and Civil leave

· Eleven paid holidays per year
· A state retirement plan

· Deferred Compensation Program

· Deferred College Tuition Program (GET)


	Essential Activities (Continued)
· Manages the study of existing court administrative procedures that involves designing and analyzing alternative management techniques and estimating the statewide impact of proposed change(s).

· Coordinates development of forms, legislation, and court rules necessary for implementing judicially related programs.

Senior Court  Program Analyst Level

· Responsible for planning, implementation, monitoring and evaluating program components involving significant impact on judicial programs involving direct contact with the courts, to include completion of complex or highly technical major projects and objectives.
· Work is performed at a professional level with the expectation of independent judgment and decision making as directed by management or executive level staff.

· May supervise and/or direct and review the work of other Court Services professional staff.
· Provides primary business consultation within major areas of court operations that may include personnel management, budget development, court service delivery and/or judicial system policies and procedures.
· Manages inter-jurisdictional, comprehensive programs and/or complex/highly technical major projects.  Completes research, assessments, and provides recommendations to the Court Services Manager.

· Provides information, assessment, consultation, support and recommendations to designated courts within major operational areas (i.e.; personnel management, budget development, court service delivery and/or judicial system policy and procedure).

· Provides consultation to AOC management and the courts to achieve uniform programs and efficient operations.

· Consults with AOC management in the following functional areas: problem definition, development of bids and quotes, selection of qualified private contractors, and monitoring the performance of those contractors.

· Conducts the analysis of program plans and recommends alternative program policies to AOC management.

Key Competencies
· Proficient knowledge of organization and implementation skills.

· Proficient knowledge level of customer and client base related to services and support provided by the AOC. 

· Proficient ability to understand & implement effective problem solving techniques, and communication skills and methods.
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	To be considered for This Position, Please Submit:

· A cover letter (no more than two pages); 

· A chronological resume including: dates and total months/years in each position held for each previous employer;

· A complete resume specifying how you meet the qualifications of the position; and

· A list of three professional references from different employers (current and past supervisors preferred).

Send materials to:

Submit materials by email, fax, or postal service by to:

Washington State Administrative Office of the Courts

Attention Human Resources Office, 

1206 Quince St SE, 

P.O. Box 41170, 

Olympia, WA 98504-1170;

email: Kathy.Erickson@courts.wa.gov; or fax 360-586-4409.

Application materials will be screened for the purposes of determining who will be selected for an interview.

The Administrative Office of Courts is an Equal Employment Opportunity Employer
	Key Competencies (Continued)
· Proficient knowledge of court administration concepts; principles and techniques of effective program management; problem solving techniques; communication skills and methods; supervisory techniques; and program/project management techniques.

· Proficient knowledge level of operations of the Washington State court system.

· Proficient knowledge and understanding of the interaction and mission of interested groups, boards, committees, and judicial staff regarding the services and support provided by the AOC.

· Proficient knowledge and understanding of the criminal justice system; laws, procedures, and practices within appellate courts and courts of limited and general jurisdiction; literature and trends in court administration; principles and techniques of effective program management. 
· Logically integrates various ideas, intentions, and information to form effective goals, objectives, timelines, action plans and solutions.

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

· Can be relied upon to achieve excellent results with little need for direct oversight.
Qualifications
Court Program Analyst Level

A Bachelor’s degree in court administration, public administration, political science, business administration or closely allied field AND:
· Ability to demonstrate at least three years of experience in court administration and/or program development.

· Demonstration of relevant experience may substitute for education requirement.
Senior Court Program Analyst Level
A Bachelor’s degree in court administration, public administration, political science, business administration or closely allied field AND:

· Ability to demonstrate at least five years of progressively responsible experience in court administration and/or program development.

· One year or more of supervisory experience.

· Demonstration of ability to lead and manage change.

· Demonstration of relevant experience may substitute for education requirement.
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