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Administrative Office of the Courts

Court Services Manager


Scope of Responsibility

· Reports to the Director for the Judicial Services Division and is responsible for the overall operation of the Court Services Section to include planning, organizing, directing, and supervising the staff and activities of the section.

· Responsible for management of policy analysis, planning and implementation of judicial programs for the Administrative Office of the Courts (AOC).  Directs the liaison services provided by the Court Services Section to judicial and management associations. 
· Within the scope of responsibility, exercises independent judgment; provides leadership; and interacts with AOC and client personnel to include members of the courts, Governor’s staff, legislators, state agencies, citizen groups and representatives of local and federal government. 



Essential Activities
· Provides consultative assistance to the presiding judges and provides leadership for cross-jurisdictional issues.

· Plans and coordinates resources to support judicial programs and activities.  Provides information on judicial programs and activities through periodic status and progress reports.

· Supervises development of new judicial programs and court rules as requested by court associations for implementing administrative programs.

· Manages the liaison services provided by the Court Services Section to judicial and management associations.  

· Plans the level of business support the Section will provide on projects relating to the Judicial Information System.

· Responsible for long and short term business planning and budgeting for the Court Services Section and related programs.

Essential Activities (Continued)

· Provides leadership, direction and supervision to staff regarding the Court Services Section functions and responsibilities, as well as a focus on the agency mission.  Provides mentoring to staff that will foster individual responsibility, leadership and management characteristics.
· Functions as lead for judicial projects as directed.
· Provides consultative assistance in the development of policies and procedures impacting court operations.

· Considers court management research, court management development materials, and project source documents for statewide application.

· Identifies opportunities for the dissemination of information regarding objectives for proposed administrative programs to the judiciary.

· Prepares policy briefs on proposed legislation; represents the Administrative Office of the Courts at legislative committee meetings and hearings.

· Organizes and directs the preparation of policy analysis of program issues; identifies and anticipates issues that must be addressed in program planning and legislative and budget activities; and directs the preparation of position papers.

· Serves as liaison with Contracts Manager and vendors related to procurement and program implementation.

· Prepares reports to inform management of project goals, objectives, and progress.

· Recommends and implements improvements to court services activities.

· Performs other duties as assigned.


Key Competencies
· Ability to exercise judgment and make timely, sound strategic decisions and recommendations consistent with organizational objectives.  Ability to think critically in decision-making and problem solving situations.

· Demonstrable experience planning, organizing and directing the work of others utilizing supervisory techniques such as interviewing, counseling, motivation, etc.

· Possession of expert knowledge of the organization and operation of Washington State court system.

Key Competencies (Continued)

· Professional knowledge of the principles and techniques of effective program and project management.

· Utilizes strategic and interpersonal leadership skills and abilities to mutually interpret and represent interests of the AOC; plan work efficiently; observe and evaluate program performance; and establish and maintain effective working relationships with governmental and court officials at all levels such as judges, clerks, court administrators, legislators, etc.

· Demonstrable experience in a court environment and working knowledge of principles of court management and administration; the criminal justice system; laws, procedures and practices within courts of all jurisdictions; literature and trends in court administration; and planning, research and analytical techniques. 
· Ability to consistently communicate effectively both orally and in writing.  Demonstrable experience in developing communications materials with proficiency in research and written composition as well as delivering information through presentations.
· Aptitude and understanding of Information Technology concepts and general knowledge of the Judicial Information System (JIS).


Qualifications and Credentials

· Bachelor’s degree in court administration, public administration, political science, or closely allied field; AND 

· Seven years of progressively responsible experience in court administration or program development, to include three years of general management and supervisory experience.

· Demonstration of relevant experience may substitute for education requirement.



SALARY RANGE: 70
$62,100 to $79,464 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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