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ELECTRONIC SERVICES COORDINATOR Cont’d

MONTANA JUDICIAL BRANCH

ELECTRONIC SERVICES COORDINATOR
Nature of Work:
This is advanced technical work implementing automation systems in the Montana Judicial Branch.  This position serves as the lead technical support person for the Montana Supreme Court, Law Library and the Clerk of Supreme Court.  This position performs analytical and technical work by gathering business requirements, recommending technical solutions and developing, installing, configuring and supporting information technology systems, programs and networks and servers as appropriate.  This position works directly for the IT director and leads project implementation and coordination.  It’s primary responsibilities include: project management for Clerk of Court Case Management System and the FileNet database.
Emphasis of the work is on providing technical direction for projects, supervising subordinates conducting training and support and coordinating the procurement and installation of new automated systems.  Responsibilities include supervising a variety of on-going office automation installation and support projects, providing guidance and direction to subordinates conducting the work, and reviewing specifications of office automation systems.  Supervision is received from the Information Technology Supervisor who reviews work for professional quality of completed projects and attainment of desired objectives.

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)
· Performs analytical and technical work, recommends technical solutions and develops, installs and configures programs, networks and servers for the Clerk of Court’s office and the Law Library. 
· Installs, enhances, troubleshoots and maintains hardware, software and networking systems; monitors, evaluates and resolves systems, applications or communications performance, or data problems; initiates correct action when defects are reported

· Provides technical support for hardware, software and network systems to the users  and other technical staff; facilitates problem identification and resolution.

· Monitors local area network operations and solves local area network applications problems; installs, integrates, customizes, enhances, troubleshoots and tests local area network hardware and software.

· Assists vendor systems implementation by troubleshooting related system issues such as mail systems, internet/intranet and network problems affecting users.

· Assists in installing, testing, configuring and maintain operating and network systems and software platforms; assists in monitoring, evaluating and resolving hardware/software configuration system performance problems;  installs and monitors servers and network administration software; investigates and resolves problems of server or local area network system outages and inefficiencies; performs backup and recovery on all software.

· Maintains and troubleshoots client/server and local area networks.

· Creates programs or modifications.

· Installs, maintains, troubleshoots and monitors software and hardware products for Internet and Intranet applications; assists users with technical issues/problems relating to the Internet/Intranet; assists in developing websites.

· Attends training workshops, product demonstrations, conferences, technical briefings and conventions; stays abreast of technology changes.

· Assists in coordinating and directing office automation services including vendor interface, equipment maintenance and repair, and supplies.

· Confers with officials of courts or agencies involved with proposed automation projects.

· Prepares reports to superiors detailing office systems projects developments.

· Assists in all phases of system development relating to microcomputers.

· Makes recommendation on automation standards for courts.

Knowledge, Abilities and Skills:

Knowledge of information technology software, hardware and network communication technology and protocols.

Knowledge of web page creation and design, network software, electronic mail and common office applications.

Knowledge of court software applications.

Knowledge of the court system, court information processing and business practices.

Ability to analyze, evaluate, troubleshoot and resolve system hardware, software or networking related problems.

Ability to communicate, both orally and in writing, and to translate technical terminology into terms understandable to non-technical employees.

Ability to use package software to extract and analyze date.

Ability to make presentations to both large and small groups of people.

Skill in testing programs or applications, taking the users’ perspective.

Skill in using a computer and related equipment.

Working Conditions:
Work is performed primarily in an office or courtroom, however installation of equipment and wiring may require climbing on ladders, walking on beams, bending, crawling and working in confined places.  Some travel to court locations in various counties may be required.
Physical Demands:
Work requires extended periods of confined seating and hand-eye coordination working with computers.  Work exposes the incumbent to a number of time-sensitive technical issues that require immediate resolution.  Installation or presentation work requires occasional lifting of computer units or presentation equipment.  Lifting boxes of documentation required of some positions.  A significant amount of walking, standing, and bending may be necessary.  Crawling may be required during installations.  
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 supplemented by completion of approved college level course work in computer science or related technical area and four to five years of system and network development, maintenance and support experience.
Licensure and Certification Requirements:
Montana driver’s license; proof of insurance if using a personal vehicle on State business.
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