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         Classification Description

SUPERIOR COURT CASE MANAGER
Department:  Superior Court
Job Class:   331700







FLSA:  Non-exempt

Pay Range: 0K07 







Represented:  No
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.
GENERAL FUNCTION:   This is professional administrative and coordinative work of a complex nature performed for Pierce County Superior Court. An employee in this classification coordinates, oversees and develops   a variety of programs, projects, rules and procedures for staff, the Criminal Division Presiding Judge and the Superior Court Administrator to ensure effective case management and appropriate utilization of Court resources, including analysis of existing processes and procedures and providing recommendations for changes.  Considerable latitude is given in the area of case management, program development and assigning court resources.  
ESSENTIAL FUNCTIONS:
· Monitors and provides suggestions to revise the court operating system (LINX).
· Manages and ensures timely case flow.
· Maintains and monitors case management statistics.

· Analyzes processes and procedures and provides recommendations for change and/or new policies and procedures.

· Prepares and briefs the Criminal Presiding Judge on the daily calendars prior to session.
· Coordinates with other calendar coordinators for status on pending cases.

· Coordinates the jury process.

· Assists the Presiding Judge in prioritizing and assigning cases to other departments.

· Screens documents in accordance with established protocols and procedures.

· Consults with the bar on case flow management issues.

· Provides input on performance evaluations.

· Assigns tasks to a specific work unit and ensures they are completed in a timely fashion.

· Reviews scheduling and case processing to provide effective use of staff and resources.

· Recommends, writes and presents case management policies and policy changes.
· Provides statistics on current policies and procedures to determine the effectiveness.

· Researches the benefits of proposed changes to current policies and procedures.
· Maintains regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meets the traveling requirements of the position.  
· Performs the physical requirements of the position; works within the established working conditions of the position.
· Works a flexible schedule, which may include evening, weekends, holidays and overtime. 
OTHER JOB FUNCTIONS:

· Perform other job functions as assigned

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under general supervision of the Deputy Court Administrator with the employee expected to plan and assign work independently after objectives, priorities and deadlines have been defined.  Work is reviewed in progress and upon completion by the Deputy Court Administrator for thoroughness, timeliness and compliance with regulations, policies and procedures.  The Superior Court Case Manager may be required to assign tasks and ensures completion  in a accurate and timely fashion.  In addition, the Case Manager will provide input on staff performance evaluations when appropriate.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Superior Court Case Manager works in an office environment on a daily basis.  Travel to various work sites in the County City Building and/or meeting locations is required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of overtime work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work are required.  Work is subject to frequent interruptions and normal office noise.  Some stress is associated with the work.
PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of the position.  Must have finger dexterity to operate equipment used in the position, and be able to talk, see, and hear.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting associated with the classification as it is currently performed.  Ability to travel to attend meetings away from regular work site may be required.  
KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of:  
· Court procedures and operations including, scheduling criminal and civil case calendars.
· Jury administration.

· Computer operating systems, software applications, data base, and statistical analysis.

· Strategic planning principles and practices and the ability to develop and implement strategic plans.
· Principles and practices of information technology and systems management. 

· Automated Court Information Systems.
Skill  in:
· Forecasting trends through statistical data compilation on impacts to court case flow system.
· Effectively coordinate, perform, and complete multiple duties and assignments concurrently and in a timely manner.
· Assign and allocate Court resources.

KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Ability to:
· Plan, assign and coordinate work of other co-workers.  

· Effectively and efficiently interact with court support staff.

· Coordinate various programs and projects with appropriate court staff including, jury administrators and calendar coordinators.
· Develop and implement case management policies and procedures.
· Understand and follow instructions.
· Work effectively and productively with others.

· Communicate effectively both orally and in writing, to audience of various social, educational and economic backgrounds.
· Meet the travel requirements of the position.

· Physically perform the essential functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:  Graduation from a four-year college or university with a degree in court administration, criminology, criminal justice, pre-law or  a related field plus three or more years of experience in an administrative position requiring systems analysis and/or court operations.  Additional education or experience may substitute equally for the position requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Ability to successfully complete a Pierce County background investigation.  A valid Washington State driver’s license is required.  
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