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MONTANA JUDICIAL BRANCH

DISTRICT COURT ADMINISTRATIVE ASSISTANT

Nature of Work:
This is administrative support and judicial process coordination work in a district court.

Work includes providing staff support to the district court judge where the judge needs administrative support in carrying out his or her duties related to the administration of the district.  Emphasis is placed on performing a wide variety of duties related to relieving the judge of administrative details concerning the operation of the district and directing and coordinating administrative activities and practices in the court, including organization, scheduling, budgeting, and planning.  The need for such administrative support, in the absence of a District Court Administrator or District Court Administrative Coordinator, is often found in districts where the case load and/or number of counties served by the judge requires someone to assist in the judge’s responsibility for administering the district. While the primary purpose is administrative in nature, some incumbents may also provide secretarial services to the judge.  Work is performed in accordance with district court and judicial branch policies and procedures, administrative policies and procedures of the state court administrative office, state statutes, and verbal or written requests from the judge.  Work is performed with considerable independence based on a thorough understanding of the full scope of the district court’s operations and activities. Work is reviewed for the quality of administrative assistance provided, for following through on administrative assignments in accordance with guidelines, and for the effective functioning of the district’s administrative activities as assigned.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed)
· Formulates, implements, and evaluates administrative processes and procedures to assist the judge in the administration of the district. 

· Develops, for the judge’s review, and implements policies and procedures related to record keeping, statistical reporting, juror management, caseflow management, court security, and court automation.

· Coordinates the scheduling of court hearings and trials with the judge, court reporter, bailiff, clerk of the court, law enforcement personnel, attorneys, and others in one or more counties; obtains or schedules court reporters and court security personnel for trials.

· Manages and dockets cases, assesses priorities for consideration and prepares drafts of appropriate orders, responses, letters, and jury instructions for the judge.

· Prepares the annual budget for the judge’s review, monitors and approves expenditures, and prepares periodic budget reports for the judge; serves as the district’s liaison with the state court administrator’s office.

· Collects narrative information and financial data for and prepares narratives and statistical reports on the district court operations, activities, and special projects.

· Coordinates statutory compliance actions with the judge concerning actions which the court is required to make and assists the judge in taking such actions.

· Evaluates, researches, and prepares reports to monitor programs and projects in the district; may perform on-line legal research as assigned.

· Serves as the judge’s liaison with other judges, clerks of court, local bar association, attorneys, CASA/GAL volunteers, litigants, elected officials, law enforcement agencies, the media, and the public; attends staff meetings to convey or obtain information required to administer the affairs of the district.

· Receives requests from the public for information pertaining to district court operations and activities; provides information or directs requests to others; receives complaints from the public relating to district court operations and takes appropriate action to resolve complaints.

· May provide paralegal services and/or personal and confidential secretarial services to the judge; may type verbatim transcripts of court proceedings from audio recordings.

Knowledge, Abilities and Skills:

Thorough knowledge of business English, grammar, spelling, and punctuation.


Thorough knowledge of the Montana judicial system and the functions, procedures, policies and organization of district courts.


Thorough knowledge of a district court judge’s administrative and judicial duties, responsibilities, and authorities as prescribed by the state constitution, state law, and rules of the Supreme Court of Montana.


Considerable knowledge of district court relationships with other courts and with other local, state, and federal organizations and agencies.


Knowledge of the procedures used to develop and administer budgets.


Ability to understand and make work decisions in accordance with the rules, regulations, policies, and procedures of the district court, state court administrator’s office, and state law.


Ability to perform a wide variety of administrative support tasks with accuracy and speed under the pressure of time-sensitive deadlines.


Ability to understand and carry out complex verbal and written instructions.


Ability to recognize and maintain the need for confidentiality in work assignments.


Ability to organize and prioritize work.


Ability to use logical and creative thought processes to develop solutions according to written specifications and/or oral instructions.


Ability to gather statistics and prepare reports.


Ability to communicate effectively, both verbally and in writing.


Ability to accurately maintain extensive file systems.


Ability to establish and maintain effective working relationships with county attorney staff, public defender, attorneys, other judges, employees of the district court, and the public.


Skill in the operation of a personal computer with word processing, spreadsheet, and/or database applications as required by assignments.

Working Conditions:
Positions require activities such as sitting for long periods, standing, bending, stooping, reaching, climbing stairs, lifting, moving and carrying light to medium objects, and operating office equipment.  Work may also require driving for long periods in a variety of weather conditions.
Physical Demands:
The work is performed primarily in an office environment and involves exposure to normal, everyday risks which require normal safety precautions typical of offices.
Qualifications: (Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
Graduation from an approved high school or vocational school supplemented by completion of approved college-level course work or training  in judicial administration,  paralegal studies, criminal justice administration, legal office administration; considerable district court experience in a position equivalent to Judicial Administrative Assistant I.

Licensure and Certification Requirements:
Possession of or ability to obtain a valid Montana driver's license; proof of insurance if using a personal vehicle on State business.
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