	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ASSISTANT SUPERIOR COURT


	EXECUTIVE OFFICER





DEFINITION:





Under administrative direction, assists the Executive Officer of the Superior Court in planning, directing and coordinating the civil, criminal and domestic calendar activities and assignments of Superior Court staff; supervises centralized administrative support functions, including budget and personnel activities; and other duties as assigned.





CLASS CHARACTERISTICS:





This is a management level classification reporting directly to the Executive Officer of the Superior Court, and may also receive direction from the Presiding Judge.  Individuals in this class are directly involved in policy review and formulation and in the administration of all calendar and direct courtroom support activities, and are responsible for budgeting, fiscal control, accounting, purchasing, personnel, and other closely related management operations.





EXAMPLES OF DUTIES:





Assists the Presiding Judge and other Superior Court Judges, as well as the Executive Officer in estab�lishing and implementing the rules, policies and procedures of the Superior Court; ensures proper calendar control and coordination; plans, directs, coordinates, and evaluates civil, juvenile, criminal and domestic calendar activities and assignments; directs the centralized personnel, payroll, fiscal, purchasing and other support functions; supervises development and preparation of the Superior Court budget and assists in its presentation; directs and authorizes expenditures and monitors revenues to ensure compliance with court and county fiscal policies; directs and authorizes personnel transactions to include recruitment, examina�tion, selection, and discipline; ensures compliance with Court personnel rules, policies and regulations; reviews and develops operational procedures, court policies and short and long�term goals; identifies and resolves any problem areas; coordinates work activities with other departments; reviews and prepares technical reports, correspondence, contracts and board letters; oversees and provides administrative direction to several operational units as assigned; provides staff support to judicial committees; represents the Executive Officer as assigned; and other duties as required.





MINIMUM QUALIFICATIONS:





Knowledge of:





    •	Principles of administration, organization, supervision and management, including legal office management and the functional aspects of civil/criminal case flow management operations.


    •	Functions and operations of state and local government, including legislative processes and the state judicial system.


    •	Principles of effective public and press relationships, and their application to the coordination of calendar operations and court functions.


�
    •	Federal and state legislation and local court rules relating to criminal and civil case processing, including the California Code of Civil Procedure, California Rules of Court, and San Diego County Superior Court rules, policies and procedures.


    •	Methods and techniques for effective problem analysis and resolution, systems analysis, and statistics analysis.


    •	Legal terminology, forms and procedures pertaining to calendar management and operation.


    •	Principles and techniques of budgeting, fiscal analysis, and program management.


    •	Principles and applications of personnel and human resource management and operations.





Skills and abilities to:





    •	Plan, organize and supervise the work in the legal, technical and administrative areas related to the coordination of court functions.


    •	Investigate, analyze, and evaluate operational procedures, supervise such activities and effect changes where necessary.


    •	Understand, interpret, and apply the statutes, court rules and case law affecting the operations and administration of the Superior Court.


    •	Communicate effectively, both in writing and verbally.


    •	Establish and maintain effective working relationships with persons of professional stature, individually, in a group, or committee situation.





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 a Bachelor's Degree in Public or Business Administration and five years experience in a responsible staff, administrative or managerial position directly involved in either calendar management in a trial court of general jurisdiction or line responsibility for staff functions involving a major departmental activity (such as personnel or fiscal management), two years of which must be at a supervisory level.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Assistant Superior Court Executive Officer





County Class Linked To:  





Class No.:  0519
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