	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ASSISTANT DIVISION CHIEF,


	BRANCH OPERATIONS





DEFINITION:





Under general supervision, assists the Division Chief with the supervision and operation of a branch division of the Superior Court; and performs related work.





CLASS CHARACTERISTICS:





This classification serves as the assistant administrator of a branch division and supervises subordinate personnel of the division.  It is distinguished from the next higher classification of Division Chief, Branch Operations, in that the latter is a management level class responsible for formulating unit policies and procedures.  Incumbents in this class may supervise Court Services Clerks III/IV, and as such act as second-level supervisors.





EXAMPLES OF DUTIES:





Assist the Division Chief in planning, organizing and administering the branch operations of the Superior Court; acts as a liaison between the operations division and other units within the court or county, as well as between the judges and the general public; interprets and makes recommendations on policies and procedures; supervises and trains staff; assists in the selection of new employees; confers with supervisors on office clerical systems; collects and prepares statistical data for the State, County and Judicial Council reports; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    ·	Principles and practices of legal and modern business clerical office procedures.


    ·	Required codes and ordinances.


    ·	Legal terminology for interpreting legal documents, procedures and processes.





General knowledge of:





    ·	Personnel management and supervision.





Skills and abilities to:





    ·	Application of modern business and legal clerical office procedures and practices.


    ·	Interpretation of codes and ordinances in the preparation of legal documents.


�
    ·	Establish and maintain effective working relationships with various county agencies and judicial systems.


    ·	Principles and practices of personnel management and administrative policies.


    ·	Principles and practices of staff supervision and the skills to deal effectively with the public.





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 four years of progressively responsible clerical experience in legal and business procedures, at least one year of which has been as a lead clerical person.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Assistant Division Chief, Branch Operations





County Class Linked To:  





Class No.:  0579





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





San Diego Superior Court	Page �PAGE �2�


Classification Specification - Assistant Division Chief, Branch Operations














