	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	COORDINATOR, GRAND JURY 





DEFINITION:





Under administrative direction from the Executive Office of the Superior Court, while receiving daily supervision from the Grand Jury Foreman, this position provides administrative and secretarial assistance to the County of San Diego Grand Jury.  This position is also responsible for ensuring continuity between successive empaneled Grand Juries.





CLASS CHARACTERISTICS:





This position is unique to the County of San Diego in that it is the only full-time staff assignment to the Grand Jury.  This position receives administrative direction from the Presiding Judge and the Superior Court Executive Officer, and general daily supervision from the Grand Jury Foreman.  Overall performance evaluation is determined by the Coordinator, Judicial Services.





EXAMPLES OF DUTIES:





Assists the Grand Jury Foreman and eighteen individual members of the Grand Jury in daily activities; receives Grand Jury inquiries by telephone, mail and in person; refers callers to appropriate committee, juror, or other governmental agency; researches and responds to outside inquiries and explains Grand Jury complaint procedures to the public; takes dictation, prepares and distributes both routine business and complex confidential correspondence, reports, and other documents; communicates with County/City agencies, special districts, news media, elected officials, and the general public.  This position also ensures continuity between successively empaneled Grand Juries by maintaining, revising and explaining the Grand Jury Policy and Procedures Manual, preparing and presenting initial orientation to new Grand Jurors; and advising Grand Jurors on a variety of issues.  The Coordinator, Grand Jury also maintains files, logs, complaints, calendars, transcripts, reports and other confidential records of Grand Jury proceedings and business; and assists in the preparation and printing of the Grand Jury Annual Report; is responsible for scheduling and notification of appearances before subcommittees of the Grand Jury and the full Grand Jury; schedules Grand Jury hearings for District Attorney matters and Grand Jury court appearances for the presentment of criminal indictments; schedules and coordinates Grand Jury on-site tours, and Grand Jury voir dire and impanelment proceedings before the Presiding Judge of the Superior Court; initiates orders and requests for services, supplies, and  maintenance and assists in requisitioning fixed assets and equipment; prepares Grand Juror payroll claims, tax records and interacts with the Criminal Grand Jurors' employers, leads the work of a Court Reporter and volunteer office assistant performing occasional work for the Grand Jury; and performs other work as assigned and/or deemed necessary to Grand Jury proceedings.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    ·	Laws and Rules concerning Grand Jury proceedings.


    ·	The role of the Grand Jury.


    ·	The Criminal Justice System with respect to impanelment of a Grand Jury.


�
    ·	Records systems and files security.


    ·	Administration of Public Agencies, State and Local Government.


    ·	Standard business and legal formats for correspondence, memoranda and reports.





General knowledge of:





    ·	Business office management, to include standard office machines, security and facilities, and workflow management.


    ·	California State Judicial System, California Statutes, local court rules and court procedures.


    ·	Personal Computer-based word processing programs.


    ·	Basic accounting and bookkeeping methods.


    ·	Legal research methods and techniques.





Skills and abilities to:





    ·	Effectively communicate with individuals of diverse backgrounds.


    ·	Effectively and tactfully manage conflict and promote cooperation between individuals and to communicate calmly with emotional or irate callers.


    ·	Exhibit patience, empathy and a helpful demeanor to the public.


    ·	Keep complex records in a complete, confidential and orderly manner and prepare clear, comprehensive reports.


    ·	Type at a corrected rate of at least 75 net wpm.


    ·	Take dictation, speedwrite or machine stenography at a rate of at least 100 wpm.


    ·	Exercise independent judgment, confidentiality and discretion.





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 three years of legal secretarial experience, to include at least one year of experience performing office manager and/or Administrative Assistant duties such as reception and security, facilities and office machine maintenance, records management and workflow management.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





CERTIFICATES:  Typing at least 75 nwpm.  Shorthand, speedwriting or machine stenography at a rate of at least 100 wpm.





Prior to appointment, candidates are subject to fingerprinting and a background investigation.  Employees of the Grand Jury must have a reputation for honesty and trustworthiness.





Previous Class Title:  Grand Jury Secretary


County Class Linked To:  


Class No.:  0725


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