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Administrative Office of the Courts

Court Business Analyst


Scope of Responsibility

· Reports to managerial level staff and is responsible for performing work assignments in a proficient, qualified, and specialized role.

· Work expected to be performed with the appropriate degree of expertise and skill as defined within the essential functions for this position.

· Work is performed independently with limited decision making responsibility as defined by managerial level staff.  Work products are subject to review and approval appropriate to the work assigned.



Essential Activities
· Facilitates the identification of business requirements with court clients, forwarding information to the JIS Development Teams.
· Identifies business processes that are appropriate for re-engineering and participates in defining best practices.
· Negotiates project vision, charter, initial high-level schedule and iteration business goals and priorities with court clients.

· Develops and nurtures customer relationships to enhance the support provided to AOC clients. 

· Assists in the negotiation for the schedule, resources and delivery of specified sub-project software.

· Assists and participates in the client interview process for system requirement gathering.
· Under the direction of managerial level staff interacts and works with court customers, internal subject matter experts and governance groups to assist in the analysis of the court business to ensure the court customer needs are properly documented, prioritized and implemented.
· Participates in the process of writing business cases to document business requirements.
· Assists in the definitions and periodic review of methodology and tools used in the business analysis.

· Uses effective oral and written communications to relay the business needs to the technical solution and back to the court client in a clear and understandable manner.

Essential Activities (Continued)

· Duties include business analysis and research, evaluating and planning, estimating, status assessment, and progress reporting of assigned work.  
· Establishes clear requirements from the business users and routinely validates them to reduce the risk of expanding the scope.


Key Competencies
The following are the key competencies identified for this classification.  It is the expectation that persons assigned to this classification will be able to demonstrate the following skills and abilities in the performance of the essential activities and work of the Court Business Analyst:

· Utilizes professional knowledge and abilities commensurate with the job classification.  Successfully accomplishes assignments. Strong communications skills to be utilized in many areas but most critically in the understanding of court business needs and the ability to translate the business needs into technical terms.

· Ability to self-initiate in the performance of work, utilize analytical and problem solving skills and clearly articulate ideas on problems and business issues both verbally and in writing.

· Ability to learn new concepts and skills as well as absorbing and retaining new information.

· Expert ability to give presentations to various sized groups using presentation tools such as PowerPoint, display confidence in public speaking and have the ability to tailor the presentation information to a specific audience.
· Ability to multi process information and to adjust priorities within workload assignments based on business need and/or direction from senior staff or management.

· Ability to utilize positive professionalism qualities that include but are not limited to: strong customer service concepts to internal and external parties, a respectful and polite attitude, understanding of “working together as a team” to achieve common goal(s) and a strong work ethic reflected by producing a quality work product.

· Aptitude to understand and apply security measures needed as related to court business such as court cases, litigant information etc.; to learn new concepts, stay informed of business changes and identify technology changes that may impact business solutions; to understand the global view of court business.

· Aptitude for understanding the life cycle of court cases and an in depth knowledge of specific court functions (e.g. accounting) and available court resources (e.g. court rules).
Key Competencies (Continued)

· Facilitation skills: ability to keep topics focused, and document decisions and action items.  Ability to defuse conflict or misunderstandings.

· Altruistic interest in serving the needs of the public by finding job satisfaction contributing to the efficient and effective operation of the Washington Judicial community.



Qualifications and Credentials

Bachelor’s degree in public administration, business administration or closely allied field AND demonstration of the following:

· Ability to demonstrate three years of court business operation experience in a trial or appellate court and demonstrated ability to meet the key competencies for the Court Business Analyst.

· Relevant experience may substitute for education requirement on a year for year basis.



SALARY RANGE: 62
$50,964 to $65,220 per year DOQ – (Effective 9-1-05)


· Travel, weekend work or non-standard working hours required occasionally.

· Overnight travel may be required based on business need.

· This position is not covered under the Fair Labor Standards Act.
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