	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	BRANCH COURT MANAGER





DEFINITION:





Under general direction from the Assistant Executive Officer, is responsible for planning, directing, managing and coordinating the operations of a branch court of the San Diego Superior Court, to include selection and assignment of staff, as well as planning, directing, monitoring and coordinating unit activities; and perform other related duties as assigned.





CLASS CHARACTERISTICS:





This is a management level position of the San Diego Superior Court, reporting directly to the Assistant Executive Officer.  Incumbents in this classification are responsible for branch operations at a specific geographic location (such as East County, Family Court, or North County), to include the processing of a variety of case documents which may involve civil, criminal, domestic, or probate matters.





EXAMPLES OF DUTIES:





Responsibility for the daily operations of a branch court of the Superior Court; planning, organizing, directing and coordinating through subordinate supervisors clerical activities involved in the preparation, maintenance and control of various branch court calendars; developing and directing systems and procedures to maintain effective caseflow management; assisting in managing public relations programs pertaining to branch court activities; representing the court in dealing with attorneys, litigants and public or private agencies and individuals; preparing revisions or additions to policies and procedures for publication or in-house dissemination; conferring with, advising and assisting attorneys in matters concerning the branch court's operations; overseeing and coordinating data gathering and processing activities related to branch court cases; supervising the selection, training and assignment of subordinate personnel; participating in personnel counseling and disciplinary actions and in the preparation of the division's annual budget; preparing statistical analysis and other reports pertaining to branch court management and operations; where applicable, working in concert with the affiliated Municipal Court on issues of court coordination and acting as liaison with other occupants of the facility on issues of mutual concern; and performing other duties as assigned.





MINIMUM QUALIFICATIONS:


�ADVANCE \u7�


Knowledge of:





    •	Judicial system.


    •	The role of judges in administration of court policy and affairs.


    •	Principles of court management and administration.


    •	Calendar management.


    •	Legal procedures and requirements related to the administration of the Superior Court.


    •	Personnel management.


    •	Budget preparation and administration.


    •	Statistical analysis techniques.





�
Skills and abilities to:





    •	Effectively communicate, both verbally and in writing.


    •	Analyze complex problems and presenting solutions, in writing, in a clear and convincing manner.


    •	Plan, assign, supervise and evaluate work in the court environment.


    •	Cooperate with public and private agencies.


    •	Effectively relate with the general public, litigants, and attorneys.


    •	Plan and coordinate multi-disciplinary work efforts.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate 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 graduation from a recognized college or university with a degree in public administration, judicial administration, law, business administration or other directly related field of specialization and three years of experience in a responsible staff, administrative or managerial capacity in a trial court of general jurisdiction in the United States, at least one year of which must have been in case management.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Coordinator, Calendar Services





County Class Linked To: 





Class No.:  0514
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