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Administrative Office of the Courts

JIS LEARNING SPECIALIST


Scope of Responsibility
· Produces, delivers and evaluates Judicial Information Systems (JIS) educational courses and services, provides consultation on the use of the JIS and auxiliary information systems by Washington State court staff and allied clients.

· Reporting to the Judicial Education Section Manager responsible for the development, implementation, and evaluation of educational courses, curricula, educational methods, and materials to include: training clients to use the JIS and auxiliary information systems, maintaining tutorials, and consulting support for resolving problems related to the use of the JIS.
· Work is performed independently, subject to review and approval as directed by the Judicial Education Services Section Manager.

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



Essential Activities

· Develops, prepares, conducts and evaluates education for court staff and allied clients in the use of the JIS and auxiliary information systems.

· Conducts research on topics related to the Judicial Information System, auxiliary information systems, and court business practices.

· Develops educational course curricula and appropriate educational materials related to the JIS and auxiliary information systems.

· Implements and evaluates quality assurance programs related to training on judicial information systems.

· Plans and schedules JIS educational courses for court staff and allied clients.
Essential Activities (Continued)

· Provides assistance and consultation to internal and external groups within given area of expertise (includes acting as a subject matter expert for Web-based training and other course development).

· Participates in the creation and maintenance of documentation to include those used as HELP files.

· Performs other duties as required.



Key Competencies

· Proficient knowledge of: adult educational principles, curriculum development, instructional design, and current technologies available to facilitate and enhance learning, and educational delivery systems.

· Proficient knowledge of basic computer application concepts, basic operating system concepts and Windows environment.

· Demonstrated ability to consistently communicate effectively both orally and in writing.

· Proficient ability to plan, produce, deliver, and evaluate client training programs; develop training presentations and materials customized to client need and job function.

· Proficient ability to work independently and cooperatively; maintain effective work relationships; organize multiple tasks and priorities; learn and implement new concepts; adapt to change; recognize and resolve conflicts; work effectively with persons of differing abilities and skill levels; and analyze and interpret complex issues.

· 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.
· Clearly sees and understands the customers’ expectations and ensures that work products meet those expectations.



Qualifications and Credentials

Bachelor’s degree in education or closely allied field AND:

· Four years of direct working experience in producing, delivering, and evaluating educational/training programs

· Additional relevant experience may substitute for education and educational work experience requirements on a year for year basis

Desirable Qualification
· Two years of demonstrated experience in the use of JIS applications.



SALARY RANGE: 58
$46,896 to $60,036/ per year DOQ – Effective 9-1-06
· Workweek may fluctuate depending on workload or agency need.

· Overnight travel may be required based on business need.

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