	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	DIVISION CHIEF, RECORDS








DEFINITION:





Under general supervision from the Assistant Executive Officer - Support, this position is responsible for directing and managing the organization and operation of the Records Division of the Superior Court.





CLASS CHARACTERISTICS:





This is a one position class reporting to the Assistant Executive Officer, Court Support.  It is responsible for the overall management of the division and serves as the records administrator for the San Diego Superior Court.  It differs from the next lower class of Assistant Division Chief, Records, in that the latter is responsible for the daily supervision and assignment of subordinate employees.  The Assistant Division Chief, Records, acts on behalf of the Division Chief in the absence of the latter.





EXAMPLES OF DUTIES:





Plans, organizes, coordinates and administers those activities involved with filing and processing of files, records, and related court mandated documents in civil matters, and the maintenance, updating, and disposal of same; recommends, formulates and implement policies and procedures in accordance with applicable codes, ordinances, California and local rules of court; supervises and directs the preparation of statistical data for the State, County and Judicial Council, as required; reviews the performance of subordinate employees; participates in the interview and selection panels for positions in this and other divisions; when necessary, recommends disciplinary actions on subordinate employees and provides assis�tance and information to other Court managers and staff, attorneys and members of the general public.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





     •	Required codes, ordinance and legal procedures related to the preparation, processing and dissemination of information on court mandated documents.


     •	Modern office methods and practices of records administration and filing systems.


     •	Principles and techniques of personnel administration in a large public agency.





General Knowledge of:





     •	Data gathering techniques for reporting purposes.


     •	Budget preparation and fiscal management in a public agency.


�
Skills and Abilities to:





     •	Analyze complex problems and develop appropriate solutions.


     •	Assign, supervise and evaluate employees through subordinate supervisors in a court environment.


     •	Establish and maintain effective working relationships with a wide variety of individuals with diverse backgrounds.


     •	Effectively communicate, both verbally and in writing, with diverse groups and individuals.


     •	Interpret codes, ordinances and rules of court to prepare and maintain legal documents, files and filing systems.





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 at least five years of progressively more responsible experience performing legal clerical functions, one year of which must have been at a supervisory level.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Division Chief, Records





County Class Linked To:  Division Chief, Records





Class No.:  0575





Date:  August 14, 1992
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