	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	DIRECTOR, COURT REPORTING SERVICES








DEFINITION:





Under general direction from the Assistant Executive Officer for Court Support, the Director, Court Reporting Services is responsible for the selection and assignment of official and pro tem court reporters.





CLASS CHARACTERISTICS:





This is a one-position classification exclusively assigned responsibility for the selection and assignment of court reporters to meet the needs of all on-going court activity.  The incumbent reports to the Assistant Executive Officer for Court Support and supervises one clerical assistant.





EXAMPLES OF DUTIES:





Assigns official and pro tempore court reporters to any court department where litigation is being heard; maintains personnel, attendance and accounting records for all official court reporters and reporters pro tempore; maintains current pro tempore reporter lists; procures reporters pro tempore on a daily basis as the business of the court may dictate; maintains lists of dailies in progress and prepares billings for same; prepares performance evaluation reports for all official and pro tempore reporters for completion by judges; prepares and disseminates information pertinent to court reporters such as changes in court rules; acts as liaison between attorneys and general public when they have complaints and/or questions regarding transcripts; maintains log of pro tempore notes and storage facilities; processes claims for transcripts; maintains and monitors for all appeal notices involving official and pro tempore reporters; coordinates appeal notices with the Court of Appeal; when a vacancy occurs, assists the judges in hiring reporters by arranging and scheduling interviews and try-outs; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	California Rules of Court pertaining to the processing of court transcripts and appeals.


    •	San Diego Superior Court rules and procedures concerning official and pro tempore court reporters.





General Knowledge of:





    •	Principles of supervision.


    •	Public administration principles and methods to include planning and organizing for effective operations.


�
    •	Personnel management principles and practices in a public agency, to include recruitment policies, compensation, benefit and other payroll issues.





Skills and abilities to:





    •	Transcribe court proceedings quickly and accurately.


    •	Use of stenographic transcribing devices or other specialized equipment.


    •	Analyze information and develop appropriate solutions in response to situations or problems, and possible ramifications or deficiencies in courses of action or plans.


    •	Organize, prepare and prioritize work assignments and schedules of a work unit and individual employees.


    •	Effectively deal with behavioral problems and motivate subordinates on an individual and group basis.


    •	Establish and maintain effective working relationships with co-workers, the professional staff and the general 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 include certification as a Certified Managing Reporter by the National Shorthand Reporters Association and three years experience as a Certified Shorthand Reporter in a large urban court.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Certification:  Certification as a Certified Shorthand Reporter for at least the last three years; and certification as a Certified Managing Reporter by the National Shorthand Reporters Association.





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





Previous Class Title: Chief Court Reporter





County Class Linked To:





Class No.:  0583
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