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	ASSISTANT COURT ADMINISTRATOR


DEFINITION





Under general direction of the Court Administrator to plan, organize and direct the activities and staff of the Municipal Court Administrator's Office or a major area of the Municipal Court Administrator's Office and to perform related work.





CLASS CHARACTERISTICS





Assistant Court Administrator is an executive level position in the Municipal Courts that reports directly to the Court Administrator.  Incumbent is responsible for directing the daily internal operations and services of the Court or a major area of the Court and in providing administrative support services in such areas as operations, accounting, facilities planning, personnel, training, special projects, information systems and budget preparation.  





EXAMPLES OF DUTIES





Assists the Court Administrator in planning, organizing and administering the operations and staff of a major area; areas included but are not limited to accounting, administrative support such as budgeting, purchasing and automated information projects, civil, small claims, criminal, and traffic activities; may also provide special analysis and evaluation; coordinates facilities management; performs strategic planning functions and recommends improvements to the Court Administrator; may represent the Court Administrator on committees, task forces and other such activities as they relate to the administrative function.





MINIMUM QUALIFICATIONS





Thorough Knowledge of:


	Administrative and management procedures and techniques.


	Fiscal management.


	The judicial system.


	The role of judges in the administration of court policy. 


	Applicable State and Federal laws and guidelines. 


	Operating practices of court administration and court staffing.


	Principles of personnel management, supervision and training.


	Basic objectives, functions, services and operations of the Court.





Skills to:


	Plan, organize, direct, coordinate and supervise an administrative/operational support service program.


	Formulate policy, develop and design program objectives, procedures and evaluation techniques.


	Formulate, analyze, develop and justify budget requirements.


	Understand, interpret and apply provisions of state and local legislation, rules and regulations pertinent to the administration of court policies and programs.


	Balance conflicting work priorities.


	Develop innovative and cost effective solutions to complex administrative problems.


	Maintain effective interpersonal work relations.


	Communicate clearly, both orally and in writing.





EDUCATION/EXPERIENCE





Education, training and experience which clearly demonstrates possession of the knowledge and skills listed above.  An example of such experience is: at least seven (7) years of administrative or managerial experience.  A Bachelor's degree in Judicial, Public or Business Administration may be substituted for two (2) years of this experience.  At least two (2) years of the administrative experience must have been in court administration or a program closely associated with the judicial system in a senior managerial or professional level position.





SPECIAL NOTES, LICENSES OR REQUIREMENTS





License:  Positions in this class require possession of a valid California driver's license or the ability to arrange transportation for field travel. Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties. 





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Conflict of Interest:  Anyone hired into this class will be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date. 





NOTE:	This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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