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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:       COURT BUSINESS ANALYST
SALARY:          $50,964 TO $65,220 per year DOQ

LOCATION:      Olympia, Washington

OPENS:            May 8, 2006
CLOSES:           Until Filled 1st review of applications May 26, 2006
The Administrative Office of the Courts (AOC) is currently recruiting to fill 2 positions. The AOC will be flexible in working with qualified applicants to fill these positions on either a full-time or part-time basis. 
Successful candidate(s) will make substantial contributions by providing professional court proficiency and expert knowledge of court business processes critical to the JIS (Judicial Information System) development progression within the AOC Information Services Division.  A Court Business Analyst is responsible for guiding and participating in the definition of court business requirements and workflows utilizing court business expertise gained through experience working in a limited or general jurisdiction court.

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. 
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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)
· 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.

· 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.
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	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)

· 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).

· 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:
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 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.

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).
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