	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	JURY SERVICES MANAGER








DEFINITION:





Under administrative direction, the incumbent is responsible for planning, directing, managing and coordinating the operations of the Jury Division for the San Diego Superior Court and all of the County's municipal courts; and performs other related duties as assigned.





CLASS CHARACTERISTICS:





This is a one-person classification at the management level of the San Diego Superior Court, reporting directly to the Assistant Executive Officer.  The incumbent is in charge of all jury operations for the Downtown San Diego, East County, North County, and South Bay courts.





EXAMPLES OF DUTIES:





Has full responsibility for normal daily operations of the Jury Division; plans, organizes, directs and coordinates the clerical activities involved in the preparation, maintenance and control of the prospective juror pool; assists the Assistant Executive Officer, Operations in establishing policies and procedures for control and coordination of county-wide jury activities; develops and directs systems and procedures to maintain effective jury management; conducts new juror orientations on a twice-weekly basis; prepares revisions or additions to policies and procedures for publication or in house dissemination; confers with, advises and assists attorneys in matters concerning the court's jury operations; solves the most difficult jury problems of a legal, procedural or technical nature; oversees and coordinates data gathering and processing activities related to jury management functions; supervises the selection, training and assignments of subordinate personnel; participates in counseling and disciplinary actions and in the preparation of the division's annual budget; prepares statistical analysis and other reports pertaining to jury management and court operations; and performs other duties as assigned.





MINIMUM QUALIFICATIONS:





Knowledge of:





    •	Jury operations in the State of California.


    •	Role of judges in administration of court policy and affairs.


    •	Principles of court management and administration.


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


    •	Personnel management.


    •	Budget preparation and administration.





�
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.


    •	Effective relate with the general public and judges.





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 an accredited college or university with a degree in business or public administration, criminal justice, court administration, law; and five years of recent managerial experience in a court environment, one year of which included performing the full range of supervisory functions.  Completion of a Master’s program in one of the fields listed above, or completion of the Court Executive Development Program (CEDP) sponsored by the Institute for Court Management may be substituted for a portion of the required experience.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title: New Classification





County Class Linked To:  
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