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         Classification Description

SUPERIOR COURT DEPUTY ADMINISTRATOR
Department:
Superior Court








FLSA:  Exempt
Job Class #:  
266700








Represented: No
Pay Range:
0E05
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
The Deputy Court Administrator is a management level position within Superior Court Administration. The Deputy Court Administrator is responsible for the areas of case management, jury management, calendar preparation, and general allocation of judicial resources. The work requires continual analysis of existing processes and procedures for the purpose of making recommendations for changes and new policies that might make the best use of existing staff and judicial resources. Additionally, the Deputy Court Administrator must be able to explain and interpret these court policies and procedures with litigants, bar, and other affected agencies within the county, city, or state as necessary. Work is performed with considerable latitude for independent judgement and is reviewed by the Superior Court Administrator through conferences, reports, and results achieved.

ESSENTIAL FUNCTIONS
Working together with staff, the Deputy Administrator will assist with daily case assignments and calendar preparation in civil, criminal, domestic, dependency, and involuntary commitment cases.

At regularly scheduled team meetings, the Deputy Administrator will see that consistent policies are developed, implemented and followed which most effectively meets the needs of judges and related personnel. This will involve the compilation of information on current policies and procedures to determine their effectiveness and the potential benefit of proposed changes to these established policies and procedures.

Assists the Court Administrator in the recruitment, hiring, assignment, and evaluation of employees, recommends changes as needed. Such recommendations will be based upon a systematic review of current scheduling and processing procedures in order to determine the most effective use of administrative staff and resources.

Supervises jury management staff, calendar coordinator staff, and department information management staff.

Oversees the development, implementation, and revision of the departments computer application system utilized by court personnel and works closely with those who are responsible for new application or enhancements to existing system. Incumbents in this position will have demonstrated capabilities to use computer applications as a management information resource and for statistical analysis.

Assists the Superior Court Administrator in the development, monitoring, and revision of the departmental budget. Oversees the ordering and purchasing of supplies and materials. Conducts research for additional funding or support from county, state, and/or federal agencies.

Assists the Court Administrator in communicating and promoting the best possible working relationship with other county departments, bar, judges, and state agencies.

Performs or oversees the duties of a criminal case manager including, but not limited to: working with the Criminal Division Presiding Judge and Civil Trial assignment Coordinator to maintain balance between civil and criminal trial department assignments; prioritizing daily the criminal trials to be assigned to departments; monitoring, maintaining and interpreting criminal statistics; assigning criminal motions; interacting with attorneys.

OTHER JOB FUNCTIONS

May act on behalf of the Court Administrator in his/her absence. 

Performs other job functions as assigned.
KNOWLEDGE, SKILLS AND ABILITIES 
Considerable knowledge of management and supervisory practices; court procedures and calendar scheduling; budget development, implementation, and monitoring; jury administration; computer operating systems, software applications, data base, and statistical analysis.

Knowledge of criminal and civil court operations.

Ability to administer and supervise court support staff; develop and implement departmental policies and procedures; resolve or recommend solutions to complex problems and situations; communicate effectively both orally and in writing; represent the department at various meetings, boards, and commissions; physically perform the essential job functions; and meet the travel requirements of the position.

Ability to handle stress in a high pressure office.

RECRUITING REQUIREMENTS
Graduation in a related field from a four-year college or university is desired. Extensive court-related experience and demonstrated leadership and interpersonal skills with proven management abilities are necessary. Additional education or experience may substitute for recruiting requirements.
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