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Administrative Office of the Courts

STAFF SERVICES MANAGER


Scope of Responsibility
· Under the direction of the Management Services Division Director, responsible for the management of Administrative Office of the Courts (AOC) facilities, telecommunications, internal mail delivery and printing and reproduction services.
· Performs duties at the professional level and is expected to provide recommendations on complicated issues.
· Work is performed independently with decision making responsibility within areas of expertise.
· Supervises the work of the Staff Services Section staff.



Essential Activities

· Manages agency's telecommunications to include the following: PBX systems, SCAN, WATS, CENTRON, facsimile, pager, SCAN card authorizations, and cellular mobile phone services.

· Manages agency facility operations to include the following:  parking administration, janitorial services, building remodeling and/or maintenance, mail delivery and copy and reproduction services and building security.

· Develops facility and telecommunications system requirements, specifications, and analysis for recommendations to agency management.
· Develops printing and reproduction capacity requirements, specifications and analysis for recommendations to agency management.
· Negotiates contracts for the purchase and maintenance of telecommunications equipment; develops request for proposals to submit to vendors and/or consultants for bids on needed services. 

Essential Activities (Continued)
· Provides assistance to judicial agency staff in coordinating telecommunications needs; analyzes and evaluates current equipment and maintenance services to determine need for change.
· Represents agency on task forces or groups and professional organizations regarding telecommunications, commute trip reduction planning and facility management.

· Coordinates and monitors agency improvement projects to ensure compliance with applicable codes, regulations, contracts, and legislative mandates.

· Schedules and maintains agency automobile fleet.

· Acts as liaison with the Department of Information Services and General Administration on telecommunication and facility matters.

· Provides training to staff on telecommunication equipment and facility regulations.

· Maintains agency telecommunications inventory.

· Responsible for the inventory management of the AOC off-site storage and surplus facility.

· Performs other duties as assigned.



Key Competencies

· Proficient working knowledge of: telecommunications equipment, technology, and systems management; mail services, facilities planning; project management; methods of operation of vendors; procedure for awarding bids; state leasing and purchasing methods, procedures, rules, and laws; building and zoning codes.

· Proficient ability to demonstrate interpersonal leadership skills and abilities to establish and maintain professional working relationships with co-workers, management, and other constituents.  Accomplishes work objectives in cooperation with agency, court, state and professional colleagues. 

· Proficient ability to demonstrate professional management skill and ability commensurate with managing people, time, and resources.
· Proficient ability to effectively communicate and coordinate time, resources, and staff to attain the desired results.

· Knowledge of project planning to include budgeting.

Key Competencies (Continued)
· Proficient knowledge of client, human resource, and organizational management concepts.

· Proficient ability to work effectively with people of different abilities and skill level.

· Effectively identifies potential tasks, activities, and timelines necessary to achieve a stated purpose.  Develops a clear understanding of required action steps.
· From a large array of possible actions, accurately identifies those that are most pertinent, critical, and time sensitive.  Discards actions which are not essential or which may lead in the wrong direction.  Establishes priorities and a sequence of activities accordingly.
· Develops plans and strategies that clearly identify the purpose, critical actions, priorities, timelines, scope, methodology, and expected outcomes.
· Accurately assesses the resources necessary to carry out planned actions.  Perceives the impact and implication of decisions made regarding resources.

· Acquires and integrates input from others regarding critical actions, timelines, sequencing, and priorities. Anticipates potential problems as well as opportunities and adjusts plans based on input.

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

· Proficient demonstration of the ability to independently develop written materials and communicate technical and non-technical information; consistently communicate effectively both orally and in writing; coach, lead, and motivate; translate business requirements into functional solutions.

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

· Exhibits ability to exercise judgment and make timely, sound strategic decisions and recommendations consistent with organizational objectives.  


Qualifications and Credentials

Bachelors degree AND;

· Four (4) years of progressively responsible general management experience;
· Demonstrated experience working in the telecommunications and facilities management areas preferred but not required.

A combination of education and experience demonstrating a working knowledge and understanding of general management concepts and methodology may be substituted for education and/or experience requirements.



SALARY RANGE: 60


· 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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