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Administrative Office of the Courts

EDUCATIONAL PROGRAM ASSISTANT


Essential Activities

· The Educational Program Assistant provides assistance and coordination to Judicial Education Services staff by providing organizational support for judicial education programs, Judicial Information System (JIS) training, and customer services functions. 
· This position reports to the Judicial Education Services Manager and is responsible for organizational support and coordination to judicial education, JIS training, and customer services staff.  Work is performed at the direction of senior staff within judicial education and customer services and is subject to review and approval.  Decision making responsibility is minimal and within defined areas of position function.

JIS Training and Customer Services

· Assists senior staff to organize and maintain end-user support documents including online help and ancillary resources.  Provides organizational support to JIS trainers and customer services staff to organize and maintain internal documents related to JIS products and end-user support.

· Designs, creates, tests, and maintains Excel spreadsheets for budget tracking and numeric analysis.  Uses Microsoft Outlook effectively to maintain calendars and communications.  Designs, creates, edits, and proofreads documents for internal and external use including listservs and Web postings.  

· Maintains listservs supporting unit functions.

· Provides assistance in support of the public JIS access (JIS-Link).  Provides assistance in support of knowledge and incident management functions.
Judicial Education

· Provides assistance in organizational support to judicial education programs to include: working directly with vendors to make arrangements for conference and meeting facilities; reviews and monitors billings, fees, and other financial transactions related to conferences, meetings, and programs.

· Assists in the coordination of the scheduling and reserving of conference and meeting facilities in advance of programs.  
· Assists in the coordination and preparation of registration materials.  

· Performs other duties as required.



Key Competencies

· Proficient knowledge of business processes structure.

· Demonstrated ability to assist in the development and implementation of process tools.

· Proficient working knowledge of grammar, spelling, clerical procedures, and general office procedures and processes.
· Proficient use of computer applications such as Outlook, Word, Excel, and PowerPoint.  
· Demonstrated ability to create and maintain budget records compliant with common bookkeeping practices.
· Demonstrated ability to learn and use new computer applications as needed or required.

· Demonstrated ability to communicate effectively orally and in writing.
· Demonstrated ability to multi task in a functionally complex environment.

· Proficient ability to sort tasks and assess task priorities.

· Proficient ability to plan work efficiently and effectively.
· Demonstrated ability to gain and utilize knowledge of internal and external protocols while establishing effective and respectful working relationships with governmental and court officials at all levels.
· Acquires and integrates input from others regarding critical actions, timelines, sequencing, and priorities.

· Proficient time and resource management skills demonstrating the ability to work on multiple assignments concurrently, plans work to accomplish assignments, manages time to complete assigned tasks within the structure set by supervisor.

· Demonstrates the ability to identify, analyze, and resolve problems in a consultative process bringing problems and recommendations for solutions.

· Accurately assesses the resources necessary to carry out planned actions.

· Perceives the impact and implication of decisions made regarding resources. 
· Anticipates potential problems as well as opportunities and adjusts plans based on input.

· Approaches and performs work with attention to detail.

· Prioritizes the requirement of keeping all parties apprised of progress on tasks.

· Consults with and keeps the appropriate senior staff informed on specific work assignments. 

· 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.

· 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.



Qualifications and Credentials

An Associate of Arts degree in business or related field AND:

· Four years of administrative program support experience. OR

· A combination of education and related experience demonstrating a working knowledge and global understand of administrative support functions and organization methodologies.



SALARY RANGE: 50
$37,884 to $48,492/ per year DOQ – Effective 9-1-05



· Workweek may fluctuate depending on workload or agency need.

· Overnight travel will be required based on business need.

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