	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	CHIEF, ADMINISTRATIVE SERVICES





DEFINITION:





Under general direction from the Director, Administrative Services, the Chief, Administrative Services serves as the principal staff assistant; supervises and coordinates projects and assignments performed by subordinate administrative staff; and provides administrative support to all Superior Court departments.





CLASS CHARACTERISTICS:





This is a one-position class, reporting directly to the Director, Administrative Services, with the incumbent being responsible for assisting the Director with overall management responsibilities,  the effectiveness of the unit in performing its administrative support activities and functions,  of budget/fiscal matters.  The incumbent also supervises professional administrative staff involved in assigning, coordinating, conducting and evaluating special projects and studies affecting court operations and policies; administrative support activities.





EXAMPLES OF DUTIES:





Assists the department director; supervises professional administrative staff involved in special studies and projects concerning technical, administrative and operational issues; designs research methodology and conducts complex studies recommending effective solutions; prepares and supervises the preparation of budget documents and supporting materials; monitors expenses and revenues, recommending and taking corrective action for budget variances; prepares long-range projections and fiscal plans to support effective Court operations; makes presentations to all levels of court management; coordinates or acts as staff assistant to court committees and the judiciary; prepares and monitors grant proposals and funding sources; reviews, interprets and analyzes new and proposed legislation determining potential impact of legislation on court operations; prepares and monitors the budget for the Superior Court; conducts complex administrative studies for consideration by the Executive Officer; prepares board letters; develops court rules, policies, and procedures in all areas of administration; directs the preparation and revision of procedural manuals; evaluates legislation pending at state, county, or municipal level.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    ·	County organization, policies, procedures and regulations.


    ·	The principles of administration, supervision, training, organization and legal office management.


    ·	County fiscal and budget process.


    ·	Role of judges in the administration of court policy.


    ·	Functions and operations of a Superior Court.


    ·	Methods of effective problem and systems analysis.


�
General knowledge of:





    ·	County regulation and fiscal policies pertaining to travel and the acquisition of services, space, equipment, supplies and materials.





Skills and abilities to:





    ·	Direct a variety of services functions, such as purchasing and fiscal management.


    ·	Deal with sensitive and confidential issues requiring the use of tact and diplomacy.


    ·	Effective public and interpersonal relations.


    ·	Plan and coordinate multi�disciplinary work efforts.


    ·	Work with minimal direction and under strict time constraints.


    ·	Analyze complex problems and logically identify solutions.


    ·	Establish and maintain effective working relations with persons of professional status, both individually and in groups or committee situations.


    ·	Effective verbal and written communication.





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/Business Administration or closely related field and at least three years of journey-level experience in a public agency performing duties which included budget preparation and fiscal management, preparation of correspondence, and administrative studies.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Chief, Administrative Services





County Class Linked To:  





Class No.:  0533
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