SNOHOMISH COUNTY

M invites applications for the position of:

Snohomish County Caseflow Program Manager

SALARY: $36.71 - $51.88 Hourly
$6,363.68 - $8,992.49 Monthly
$76,364.16 - $107,909.88 Annually

OPENING DATE: 06/26/19
CLOSING DATE: 07/17/19 11:59 PM
DESCRIPTION:

Snohomish County:

Snohomish County is located in northwest Washington between the Puget Sound and the Cascade
Mountains. Just 12 miles north of Seattle, the county is rich in scenery and has a thriving economy. It
is a great place to live, work, raise a family and play.

Superior Court Mission:

The Mission of the Snohomish County Superior Court is to actively manage the business of the court as
to provide for fair, prompt, and efficient resolution of disputes; to provide due process and individual
justice in each case; and to maintain independence and parity as an equal branch of government.

About Superior Court:

The Snohomish County Superior Court has an annual budget of $30 million and employs approximately
180 staff. The Caseflow Project Manager works closely with Court Administration, fifteen Superior Court
Judges and five Court Commissioners, other branches of government as well as state and county
departments. This position is "at-will' and works at the pleasure of the Superior Court Judges. The
position is critical to the Court's mission, goals and the efficient delivery of services of the Superior
Court.

About you:

You have worked in the courts, law, public administration or business. You have experience managing
systems and processes, and communicate well with all levels of staff, the public, and judicial officers.
You're a big-picture thinker who can problem solve and facilitate resolution among people with differing
interests.

About us together:

We are going to work administratively to ensure that court processes happen in a timely and effective
manner, provide statistics and make recommendations to the court, work respectfully with interested
parties from diverse backgrounds and cultures who are accessing the court system, and have the
flexibility to take on unplanned situations that arise on a daily basis.

Position purpose:

To plan, coordinate, and manage caseflow operations and programs of Superior Court.

Must pass job-related tests including a criminal history background investigation, and
reference verification.

SELECTION PROCESS

Applicants must electronically submit (1) an application, resume and cover letter through
Snohomish County's NEOGOV site.

When your application is complete, verify the information and make sure there is nothing missing. Click
on APPLY & SUBMIT and then click on CHECK APPLICATION STATUS. On the Snohomish County job



listing web page there is a link to Tips on Applying to assist you through the application process. If you
have problems with your application please contact NEOGOV Applicant Support at 855-524-5627.

NoOGORWNE

Application received

Supplemental questions reviewed and scored for qualified applicants
Review of applications

In-person interviews with the most qualified applicants

Must pass a criminal background check, and reference verification
Second interviews may be conducted at management's discretion
Job Offer to selected candidate

JOB DUTIES:

STATEMENT OF ESSENTIAL JOB DUTIES

1.

In consultation with Superior Court judges, commissioners and administrative staff, evaluates
current caseflow and calendar systems; advises and recommends the prioritization of cases
and/or case types for further analysis and attention; recommends and designs procedural or
other changes, including changes to local court rules, to improve case processing outcomes; and
prepares written reports and case flow summaries as directed.

. Analyzes existing case flow management practices, policies and procedures; monitors overall and

individual case-type case processing outcomes; tracks timelines, case processing times and
related activities in existing caseflow practices as well as those recommended for change;
analyzes reasons for time delays, staff/position responsibilities and related case-flow factors;
assesses and identifies non-court impacts on case flow; and establishes roles and responsibilities,
tasks and functions for any new case processing protocols. Evaluates case flow system and
recommends change or modifications to enhance/improve system.

Researches and evaluates concepts, trends and practices in case flow management in the State
of Washington and elsewhere; determines applicability to Snohomish County Superior Court
operations; develops and/or recommends general to specific case flow management models and
concepts for consideration by Superior Court judges. Implements, tests and evaluates models
and pilot programs approved by the Superior Court; reviews evaluates and recommends changes
to models as appropriate.

Develops case processing proposals and works with judicial stakeholders including Superior
Court, Clerk's office, Bar Association, Prosecuting Attorney's office, law enforcement agencies,
State Administrative Office of the Courts (AOC) and other agencies and facilities to achieve
desired outcomes.

Plans and prepares caseflow grant applications/reports, compiles necessary data to meet grant
requirements and objectives.

Develops, recommends and implements programmatic objectives, local court rules,
administrative guidelines, operational policies, procedures and work standards; analyzes current
practices to monitor compliance with statutory requirements,court rules and standards, as well as
grant requirements.

Performs related duties for the Assistant Administrator and/or Programs Administrator(s) for
Superior Court Operations in his/her absence as assigned.

Represents Superior Court in various meetings affecting caseflow, calendaring and court
operations ensuring that the Court's needs and concerns are addressed.

Serves as a member of the Superior Court Operations management team.

Performs related duties as required.

MINIMUM QUALIFICATIONS:

MINIMUM QUALIFICATIONS

A Bachelor's degree in behavioral science majors such as Political Science, Economics, public
administration, judicial science, etc. or a related field; AND, five (5) years of management experience



in the justice or legal system; OR, any equivalent combination of training and/or experience that
provides the required knowledge and abilities. Must pass job related tests.

SPECIAL REQUIREMENTS
A valid Washington State Driver's License may be required.

ADDITIONAL INFORMATION:

KNOWLEDGE AND ABILITIES
Knowledge of:

- applicable county, state and federal statutes, ordinances, codes, administrative orders and other
relevant directives pertaining to caseflow management

= superior court local court rules, administrative orders, policies and procedures

= principles of effective data and records management

« trends and practices of court operations, case processing standards and case flow management

- familiarity with technology and software applications pertinent to case processing

« research design and techniques

« policy, issue and statistical analysis

e grant writing information tracking and reporting

e concepts and principles of community and intergovernmental relations within a team context

Ability to:

< work independently, under pressure and meet deadlines for projects and assignments

- exercise good judgment in responding to difficult people, problems, questions and situations

* maintain confidentiality

* use tact and diplomacy

- apply abstract principles, guidelines and concepts to concrete work situations and formulate
effective recommendations and solutions

e communicate effectively both orally and in writing to express ideas, recommendations and
presentations clearly and effectively, individually or in a public setting

e establish and maintain effective working relationships with justice system officials,
representatives of other governmental agencies, bar members, community organizations and
agency staff, associates, or other county employees and the public in order to effectively
implement new ideas and concepts related to case flow management

= follow oral and written instructions

< maintain detailed records and prepare clear and concise written reports;

« research and write grants;

« exercise initiative and judgment and make decisions within the scope of assigned authority

« read, interpret and apply work-related laws, rules and other regulations;

- proficiently use a variety of analytic applications to prepare reports and track cases within the
court

< use advanced Microsoft Office word processing, spreadsheet and database applications

* read, interpret and apply laws, rules, regulations and legislation

SUPERVISION

The employee receives general direction from an administrative supervisor. The work is performed
with considerable independence and is reviewed through meetings, status reports and results obtained.
The employee works with minimal supervision and reports directly to the Assistant Administrator of
Superior Court Operations for guidance and direction.

WORKING CONDITIONS
The work is performed in the usual office environment.

Snohomish County is an Equal Employment Opportunity (EEO) employer.
Accommodations for individuals with disabilities are provided upon request.
EEO policy and ADA notice






