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        Classification Description

SUPERIOR COURT ADMINISTRATOR
Department:
Superior Court







FLSA: Exempt

Job Class #:   063000








Represented: No
Pay Range:
0E10
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 highly responsible and administrative work in the Pierce County Superior Court.  The Court Administrator is responsible for the overall operation of the Pierce County Superior Court.  Duties include the development, implementation and administration of policies and procedures of the Department which have been approved by the Court.  Under the general direction of the Executive Committee, the Court Administrator's duties also include supervision of, and responsibility for, the budget, accounting, purchasing, records, case management, jury management and personnel functions.

TYPICAL DUTIES/RESPONSIBILITIES:
Administers and reviews the daily operation of the Superior Court.

Assists the Judges in developing goals and objectives for the Court.

Proposes job descriptions and procedural requirements.

Reviews the activities of all personnel for compliance with procedural details relating to matters under the jurisdiction of the Court.

Evaluates all methods and procedures and makes recommendations to the Court relative to provision of consistent, efficient and effective court services, standards for review of activities of all employees to maintain accuracy and legal adequacy of the records and papers issued by the court and personnel policies.  When it appears that a Judicial Assistant or Court Reporter is not in compliance with procedural matters or fails to report appropriately to the Court Administrator as set forth in Paragraph 5, the Court Administrator shall report such non-compliance to the Executive Committee.

At the Court's request, represents the Court in dealing with other departments, governmental agencies, public and private individuals and groups, meetings, training conferences and programs.

Maintains records and prepares financial statistical reports.

Develops orientation, training and development programs for employees.

Approves all payrolls, requisitions and purchase orders, vouchers, etcetera.

TYPICAL DUTIES/RESPONSIBILITIES: (continued)

Prepares and administers the annual budget. 
Primary supervision and direction of all court employees, other than Judicial

Assistants and Court Reporters.  With regard to Judicial Assistants and Court Reporters, the Court Administrator shall have the right of secondary supervision and, in the absence of a supervising Judge, shall have the primary right of supervision and direction of Judicial Assistants and Court Reporters.

Engages in planning for purpose of making recommendations to the Superior Court regarding growth, staff, facilities, technology and security.

Recommends and maintains effective case management procedures which have been approved by the Court in order to maintain proper workload distribution and arrange the handling of cases in a timely and efficient manner.

To the extent directed by the Executive Committee, the Administrator shall serve as liaison officer in the following capacities:

1)  Public announcements, media, bench/bar/press.

2)  Bar associations when specifically directed by the Chairperson of the Executive Committee.

3)
Office of the Court Administrator, JIS, Superior Court Judges Association, task forces and committees upon which members of the bench serve in furtherance of the administration of justice.

4)  County agencies and departments, both executive and legislative.

5)  State legislative and executive offices.

6)  Other judicial offices and officers.

Performs related duties as assigned.
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