	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COORDINATOR, JURY SERVICES





DEFINITION:





Under general direction, the Coordinator, Jury Services is the supervisor in charge of the notification and impaneling of prospective jurors on criminal or civil litigation matters to be heard in either the Municipal or Superior Court; and other duties as assigned.





CLASS CHARACTERISTICS:





Coordinator, Jury Services is the office supervisor/manager for the Office of the Jury Commissioner.  It is a deputized position, and as such, may take action in the name of the Executive Officer or the Jury Services Manager.  It is distinguished from the next lower classification of Deputy Jury Commissioner II in that the former has lead-level responsibility for the daily clerical operations of the Downtown San Diego Jury Division.





EXAMPLES OF DUTIES:





Under general direction, performs supervisory/managerial support for the notification of prospective jurors on criminal or civil litigation matters to be heard in either the Municipal or Superior Court; assists in the scheduling and assignment, as well as providing input on the performance, of Deputy Jury Commissioners in Jury Division; issues any questionnaire and/or summons and telephone alert notices; insures the random selection of prospective jurors for assignment to specific departments; processing juror payrolls; assists in a variety of jury participant needs; and responding to inquiries from the general public concerning jury duty; and other duties as assigned.  The Coordinator, Jury Services may occasionally be required to make oral presentations before assembled prospective jurors.





MINIMUM QUALIFICATIONS:





Knowledge of:





    •	Court organization, policies and procedures concerning jury selection.


    •	Modern office procedures and clerical techniques to insure the prompt and correct handling of various forms and correspondence.





Skills and abilities to:





    •	Guide and assist other clerical staff in the development of technical skills.


    •	Understand and explain complex policies, procedures and statutes.


    •	Interact with and assist the general public with tact and diplomacy.


    •	Read, interpret and explain to others complex departmental and legal clerical policies and procedures.


    •	Typing at a corrected speed of 35 net words per minute.


�
EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrates possession of the knowledge and skills listed above.  An example of education and experience which would most likely provide the required knowledge and skills would be three years of legal clerical/secretarial experience, one year of which must have been as a supervisor in court and/or jury operations environment.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title: Coordinator, Jury Services





County Class Linked To:  None





Class No.:  0525





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