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Classification Specification
	

	
	6219100

	
	JUDICIAL SERVICES DIVISION MANAGER



Class Summary

The responsibilities of this classification include managing the work and staff who perform services associated with court operations. Employees serve as key advisers and coordinators on multiple work programs and supervising subordinate Judicial Services Supervisors tasked with functional areas such as case flow, court scheduling and case assignments of juvenile court services. Employees also are responsible for advising the department director and/or King County elected officials on status and strategies needed to implement judicial goals. 

Distinguishing Characteristics

This is a single-level classification that is distinguished from other classifications in that incumbents are responsible for work and staff who perform services associated with court operations. Incumbents manage a division and are responsible for developing and administering policies and procedures; coordinating, facilitating and implementing organizational strategic planning and goal setting; handling internal and external contacts and managing multiple functions and projects.

Examples of Duties (May vary by position)

1. Develop and administer the policies and procedures of the division.

2. Develop and manage case flow models, calendaring/scheduling formats for legal case hearings and statistical reporting instruments.

3. Measure the achievement of division goals and objectives.

4. Conduct hiring processes and manage, coach and mentor work force.

5. Analyze causes of legal case delays and develop improved case calendaring methods and forecasting trends related to legal case filings and disposition.

6. Participate in policy development related to case management, scheduling and proposed legislation at Washington State, regional and County levels.

7. Develop policies and procedures to assure the correct and timely recording of data entered into the state computer system (SCOMIS).

8. Represent court/County/state to attorneys, professional organizations, other jurisdictions, and user personnel in discussions pertaining to case flow management, delay reductions issues and teleprocessing activity.

9. Develop and submit annual budget.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of civil and criminal law

Knowledge of application of court rules and procedures

Knowledge of organizational management

Knowledge of workload planning and scheduling

Knowledge of customer service and quality management

Knowledge of statistical forecasting

Knowledge of drafting court rules

Knowledge of staff motivation

Knowledge of personnel laws, rules, regulations, procedures and resources

Skill in analyzing workflow trends

Skill in supervising a large number of employees

Skill in oral and written communication 

Skill in research 

Skill in handling crisis situations

Skill in functioning well under time pressure 

Skill in handling several tasks simultaneously 
Skill in prioritizing tasks

Skill in budget development

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Executive)

	Levels within same series
	None
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