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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.
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.

	POSITION:       Administrative Secretary
SALARY:          $30,360 TO $38,496 per year DOQ

LOCATION:      Olympia, Washington

OPENS:            January 19, 2007
CLOSES:          January 31, 2007
THIS POSITION IS ASSIGNED TO THE INFORMATION SERVICES DIVISION WITHIN THE ADMINISTRATIVE OFFICE OF THE COURTS.

Essential Activities:

· Reports to executive, managerial, or professional level staff and is responsible for providing administrative secretarial support functions.

· May assist and/or create web content materials using agency software tools according to agency technology standards.

· Proofreads, edits, revises, and reformats draft correspondence, reports, letters, newsletters and spreadsheets to improve clarity, increase quality and comply with agency standards.

· Drafts and formats correspondence, reports, letters, newsletters, spreadsheets and slide presentations using office suite software according to agency standards.

· Assists professional level program staff in the creation of meeting agendas and the drafting of meeting minutes. 

· Coordinates arrangements for conferences and committee meetings.

· Develops and maintains filing and indexing systems, recommending and implementing improvements as appropriate.

· Summarizes project information and statistical data into reports and spreadsheets.

Key Competencies
· Proficient working knowledge of grammar, spelling, clerical procedures, and general office procedures and processes.
· Proficient use of office software tools such as Outlook, Word, Access, Excel, and PowerPoint. 
· Proficient knowledge of Website navigation, searches and Website application updating functions.

· Demonstrated ability to learn and use new computer applications as needed or required.

· Demonstrated ability to communicate effectively orally and in writing.
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	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)

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 purpose of determining who will be selected for an interview.

The Administrative Office of Courts is an Equal Employment Opportunity Employer
	Key Competencies (Continued)

· 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. 

· 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. Approaches and performs work with attention to detail.

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

· Meets productivity standards, deadlines, and work schedules.

Qualifications

An Associate of Arts degree in secretarial science from an accredited college or business school AND:

· Ability to demonstrate four (4) years of progressively responsible secretarial experience in a similar professional work environment.

· Ability to demonstrate advanced skills using office suite software tools.
· Demonstration of relevant work experience may substitute for education experience.

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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