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				DIVISION MANAGER III		CLASS NO. 0668





DEFINITION:





Under general direction, to plan, organize, direct and coordinate the activities and operation of a division or branch of the Court Administrator's office; to perform administrative work; and to perform related work, as required.





CLASS CHARACTERISTICS:





Division Manager I is typically the beginning level in the court's management series and is responsible for the management and coordination of the daily operations of a Court division or section within a major court division.





Division Manager II is typically the second level in the courts' management series and is typically utilized as either the manager of a court division or, in courts with large divisions or branches, as the assistant division manager.  Division Manager I and II positions may be filled, as the case may be.





Division Manager III is the highest level in the courts' management series and is typically utilized as the manager of a large division or branch.





EXAMPLES OF DUTIES:





Plans, organizes, directs and controls the clerical activities involving the processing of case filings and the maintenance of records in a division or branch of the court; determines and/or coordinates the utilization of resources and the training of personnel to meet changing needs, as directed by caseload requirements, court policy, judicial directives and legislative enactments; sets or assists in setting division goals, policy and procedures within the framework of the Clerk's Office and court policy; analyzes legislation and determines its impact on court procedures; plans, conducts or coordinates studies related to court administration or organizational functions; prepares memos, letters and reports; prepares and revises administrative directives and procedural manuals; directs the preparation of reports or prepares reports on division activities, as required, for internal operation; compiles workload, activities and other statistical reports; acts as primary source of reference in the division or branch for problems relating to court procedure and policy; assures that court records, documents and exhibits are kept in compliance with legal procedures, court regulations and court policy; supervises, trains, evaluates and schedules work assignments of subordinates; represents the court on committees, task forces and other activities and acts as the liaison or coordinator between the Court Administrator's office and various governmental agencies; makes oral presentations to boards, committees or outside interest groups; identifies capital outlay, minor equipment and staffing requirements of a division or branch and assists in preparing and administering the budget; handles sensitive personnel and public contact situations; completes and presents performance evaluations; participates in interview, disciplinary and grievance boards; performs other special projects, as initiated or assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:


	Administrative management;


	Personnel management and supervisory principles and practices;





General Knowledge of:


	Municipal court procedures and operation;


	Clerical procedures processes and legal terminology within the municipal court;


	Principles of automated information systems;


	Interrelationships of criminal justice agencies;


	Report writing techniques;


	Budgeting principles and the principles of cost/benefit analysis;


	Facilities, equipment and supplies utilization;





Skills to:


	Analyze, plan, coordinate and initiate action to implement effective organizational changes, decisions and/or recommendations;


	Problem solve and make effective decisions;


	Understand, interpret and apply provisions of state and local legislation, rules and regulations pertinent to court policy and programs;


	Resolve management problems and establish division policy and procedures;


	Manage, supervise, organize, direct and assign activities of a division within budgeting, staffing and time constraints;


	Supervise, train and evaluate the performance of subordinates;


	Develop and revise court forms and procedures;


	Maintain effective interpersonal and public relations with judges, attorneys, law enforcement agencies, public and staff;


	Communicate effectively orally and in writing;


	Conduct and facilitate meetings;


	Gain the cooperation of associates and subordinates;


	Prepare statistical and fiscal analyses; and


	Develop and manage automated information systems.





EDUCATION/EXPERIENCE:





Education, training and/or experience which clearly demonstrates possession of the knowledges and skills stated above.  Examples of such education and experience combinations are:





Division Manager I:


Progressively responsible and successful legal clerical court-related experience which involved the interpretation and application of municipal court processes and procedures and clerical procedures and terminology within a municipal court.  To be competitive at the Division Manager I level, a candidate would generally need five years of this type of experience, of which one year must have included recent administrative or supervisory experience in a court environment or related agency at a level equivalent to a San Diego County Municipal Court Senior Deputy Clerk, Deputy Clerk V or higher.


�ADVANCE \D 7.20�Division Manager II:


Progressively responsible and successful legal clerical court-related experience which involved the interpretation and application of municipal court processes and procedures and clerical procedures and terminology within a municipal court.  To be competitive at the Division Manager II level, a candidate would generally need six years of this type of experience, of which one year must have included recent administrative or managerial experience in a court environment or related agency at a level equivalent to a San Diego County Municipal Court Division Manager I or higher.


�ADVANCE \D 7.20�Division Manager III:


Progressively responsible and successful legal clerical court-related experience which involved the interpretation and application of municipal court processes and procedures and clerical procedures and terminology within a municipal court.  To be competitive at the Division Manager III level, a candidate would generally need six years of this type of experience, of which two years must have included recent administrative or managerial experience in a court environment or related agency at a level equivalent to a San Diego County Municipal Court Division Manager I or higher.





Successful completion of one year of college-level upper division coursework in law, public or business administration, criminal justice or closely related field may be substituted for one year of the required experience but may not be substituted for the supervisory experience requirement.





SPECIAL NOTES, LICENSES, OR REQUIREMENTS





License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.





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.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





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.








Promotional Lines:





Division Manager I:


	From:		Senior Deputy, Deputy Clerk V


	To:		Division Manager II, Division Manager III





Division Manager II:


	From:		Division Manager I


	To:		Division Manager III





Division Manager III:


	From:		Division Manager I, Division Manager II


	To:		Deputy Court Administrator, Assistant Court Administrator
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