	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	DIRECTOR, COURT OPERATIONS





DEFINITION:





Under direction from the Executive Officer, and in coordination with the applicable judges within specified units of the Superior Court, the Director, Court Operations plans, organizes and directs the operations and calendaring activities for the civil, criminal, or juvenile divisions of the Superior Court.





CLASS CHARACTERISTICS:





This is a management classification, reporting directly to the Assistant Executive Officer, Court Operations.  Incumbents are responsible for one of the major divisions (civil, criminal, or juvenile).





EXAMPLES OF DUTIES:





Plans, organizes and directs the overall operations and calendaring activities; establishes and coordinates program policies, procedures and controls with the applicable judges; collects and analyzes data/problems in delivery of services, presents viable recommendations/solutions to the court, and implements approved plans; directs the selection, training, assignment and discipline of subordinates; coordinates supervision of professional and clerical staff through subordinate supervisors; prepares annual budget and monitors expenditures; reviews and analyzes legislative changes for impact on applicable unit operations and recommends/implements changes as required; monitors facilities concerns; represents the Superior Court through interaction with members of the judiciary, other statewide and national courts, private and public counseling agencies and organizations, attorneys, and the general public; and performs other assignments as required.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





   •	Principles of Court Management and Administration.


   •	Applicable Codes for the State of California (i.e., Civil Code, Code of Civil Procedure, Government Code, Penal Code, Welfare and Institutions Code, etc.) and California Rules of Court.


   •	California judicial system and the role of the Judicial Council.


   •	Calendar management.


   •	Role of Judges in the administration of court activities.





General Knowledge of:





   •	Principles of personnel management, supervision and training.


   •	Principles of budget development and fiscal management.


�
   •	Statistical analysis techniques.


   •	Automated information systems.





Skills and abilities to:





   •	Analyze complex information/data and develop supportable solutions.


   •	Plan, manage and coordinate multiple complex functions.


   •	Assign, supervise and evaluate employees through subordinate supervisors in a court environment.


   •	Communicate effectively in oral and written form.


   •	Interact with a variety of individuals and organizations in an effective and diplomatic manner.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrates possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be a Bachelor's Degree in Public, Judicial, or Business Administration, or Law, or other directly related field, AND at least three years of experience in a responsible staff, administrative or managerial capacity in trial court environment.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.





Previous Class Title:  Director, Juvenile Court Services





County Class Linked To:  None





Class No.:  0509





Date Printed:  �DATE  \@ "MMMM d, yyyy"�June 2, 1999�
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