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COURTS




Administrative Office of the Courts

Contracts and Data Dissemination Administrator


Scope of Responsibility

· Responsible for administering the JIS data dissemination program.  Acts as principal advisor to the judiciary and the Administrative Office of the Courts (AOC) on data dissemination issues.

· Performs duties related to public records and records management for the (AOC). 

· Assist the Contracts Manager with planning, organizing, and conducting the procurement and contracting activities of the Supreme Court, Court of Appeals, AOC, and other judicial branch entities as appropriate.



Essential Activities

· Based on the JIS Data Dissemination Policy, reviews and approves or denies data dissemination requests the AOC receives from the public and private sector.
· Develops and recommends AOC procedures for responding to data dissemination requests.

· In conjunction with other AOC units, develops methods for auditing data use and release; recommends and implements decisions approved by the Data Dissemination Committee for non-compliance with the JIS data dissemination policy and related contracts.
· Participates in the preparation and implementation of contracts for public and private sector organizations’ and for individuals’ access to JIS data including standard contracts for JIS-Link services.  
· Assist with organizing, implementing, and reviewing public records and records management activities for the AOC.

Essential Activities (Continued)

· Assist with the negotiation, drafting, and execution of AOC contracts, agreements, software licenses, interagency agreements and leases. 

· Provides procurement and contracting consultation.
· Establishes and maintains contract and procurement records.

· Develops and interprets policies, procedures and best practices for data dissemination, public disclosure, contracts and procurements.

· Performs other duties as assigned.



Key Competencies

· Ability to analyze, interpret, and implement: the JIS data dissemination policy; the laws, rules, and procedures pertaining to AOC and the courts including statutes and case law that govern the keeping of court records.
· Knowledge of: Public records and records management statutes, court rules, regulations, policies, guidelines, and common law as pertains to the AOC and the courts.  

· Ability to track and analyze legislative issues, court rules, and other authority related to data dissemination, public records and state contracts and procurements.
· Expert skills in the preparation and coordination of competitive procurement documents, contracts, agreements, software licenses, interagency agreements, leases and other forms of contractual instruments.

· Experience in dispute resolution, negotiation skills, or settlement methods.
· Excellent interpersonal skills demonstrated by experience interacting with a variety of customers, constituents, and stakeholders.
· Ability to develop and implement contract monitoring and auditing plans.
· Working knowledge of computer software business suites to include electronic presentations, spreadsheets and word processing.
Qualifications and Credentials

A law degree from an accredited college or university and Five (5) years of experience in any combination of the following:
· court administration, court operations, law, legal administration, administration of public access to an automated data base, public records, state contracting or procurement management.


SALARY RANGE: 65


· 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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