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        Classification Description

Juvenile Court Administration Specialist
Department:  Juvenile Court
FLSA: Non-Exempt

Job Class #:  208500








Represented: No
Pay Range:
0K04
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION

This is specialized technical work for the Pierce County Juvenile Court Department.  An employee in this classification is responsible for research and explanation of personnel and payroll policies, procedures, applicable rules and regulations, assistance to management in the employment recruitment process, consulting with management in regards to matters of a sensitive and/or confidential nature, calculation and auditing of time records, and maintenance of highly confidential paperwork.  An employee in this classification must use considerable initiative and judgment in interpreting or adapting policies, procedures, and applicable guidelines.  Work is reviewed upon completion for thoroughness, accuracy, timeliness and compliance with regulations, policies and procedures and is performed under general supervision.

ESSENTIAL FUNCTIONS

Researches, provides information and explains to court employees the requirements of various personnel and payroll policies and procedures from such sources as Pierce County Code, Pierce County Administrative Guidelines for Career Service Employees, Juvenile Court Guidelines, union contracts, and other applicable rules and regulations.  

Consults and obtains direction from department director, Probation and Detention managers, and other administrative supervisors in regards to new employee recruitment, background investigation issues, employee discipline, and other related personnel and payroll concerns.

Conducts initial screening of employment applications for position minimum requirements.  Refers applications to appropriate section manager. Schedules applicants for interviews. Assists with calculating oral board scores and applicant rankings.  Tracks employment applications through the entire recruitment process.

Interviews applicants to review and take notes in regards to information provided in the applicants' personal history statements.  Researches and reviews Washington State Patrol and Federal Bureau of Investigations applicant background checks.  Schedules and reviews applicant polygraph examinations.  Schedules and reviews applicant physical examinations paperwork.  Highlights areas of concern for review and referral to appropriate departmental hiring authority throughout above process.

Calculates and enters time records for the Detention division employees.  Reviews, audits and corrects accounting time records for entire department in regards to compliance to approved state, federal and other types of leaves of absence, approved overtime and other types of special pay. 
Maintains employee personnel and payroll records for such categories as recruitment, background and polygraph investigations, employee personnel records, time records and other related information. 

Prepares and presents materials for new employee departmental orientations.  Obtains and records fingerprints for all new employees.  Issues, tracks and orders facility keys.

Operates a variety of office equipment such as copiers, typewriters, personal computers or word processors, audio-visual equipment and other related equipment.

OTHER JOB FUNCTIONS

Performs other job functions as assigned.

KNOWLEDGE, SKILLS AND ABILITIES 

Considerable knowledge of applicable policies and procedures, laws, codes and regulations governing personnel and payroll matters for Juvenile Court employees.

Knowledge of principles, methods and techniques of appropriate record keeping. 

Ability to interpret, apply and explain policies and procedures, applicable laws and regulations.

Ability to maintain confidentiality and discretion while analyzing situations accurately and adopting an effective course of action.

Ability to communicate effectively, both orally and in writing, with other employees, management departments, and the public.

Ability to facilitate and conduct oral presentations.

Ability to establish and maintain effective working relationships with employees, management. departments and the public.

Ability to effectively use and operate a personal computer and other related office equipment at an acceptable level of proficiency as required for the position.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Four or more years of progressively responsible technical experience in personnel and payroll administration. Additional related education or experience may substitute for the recruiting requirements.
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