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Self-Help Law Center Facilitator – 18TH Judicial District Cont’d

MONTANA JUDICIAL BRANCH
Self-Help Law Center Facilitator – 18TH Judicial District
Function:
The Gallatin County Self-Help Law Center Facilitator will have primary responsibility for the day-to-day operation of Gallatin County Self-Help Law Center.  The Center will be a staffed workstation located in the county law & justice center where members of the public can go during designated hours to find legal information; download, print, and/or fill out legal forms; get referrals to and applications for appropriate legal services and/or pro bono programs; and get information about community agencies that may be able to assist with underlying non-legal issues.  

Responsibilities of the Self-Help Law Center Facilitator will include assisting in the creation of the Center, staffing regular hours at the Center, assisting members of the public seeking information and referrals from the Center, and recruiting volunteers and interns to assist in staffing the Center. The Facilitator may also be responsible for providing remote assistance- via telephone, video conference, and/or online “chat” features- to users of remote self-help workstations in other jurisdictions during designated hours.

Supervision Received:
The day-to-day work of the Gallatin County Self-Help Law Center Facilitator will be performed under the direct supervision of the Court Administrator for the Eighteenth Judicial District. Training, support and remote supervision will be provided by the Montana Supreme Court Self-Help Program. The Facilitator will be expected to exercise initiative and independent judgment in the operation of the Center in accordance with established statutes, court rules, policies, procedures and regulations, and subject to the direction and control of his or her supervisors.

Supervision Exercised:
The Gallatin County Self-Help Law Center Facilitator will not supervise other staff but may supervise volunteers and/or interns at the Center. 
Essential Functions:
· Assist the in the creation of Center, including coordinating the provision of all necessary equipment, materials, office supplies, phone service and internet connections. 
· Assist in creating and distributing outreach and press materials regarding the Centers, including but not limited to press releases and information for local service providers and lawyers.
· During designated hours, assist Center users in finding legal information, forms, and referrals. 
· During designated hours, may be required to travel to other sites within his or her assigned service area to provide one-on-one assistance to self-represented litigants; and to provide remote assistance via telephone, WebEx, video-conference, and/or online “chat” features.
· Recruit and train volunteers and interns for the Center. 
· Use evaluation tools created by the Supreme Court Self-Help Law Program. 
· Perform other duties as assigned.

· The Gallatin County Self-Help Law Center Facilitator must NOT provide legal advice to Center users. 
Knowledge, Abilities and Skills:
· Knowledge of basic court procedures and common non-criminal legal issues.
· Knowledge of available sources of legal information and forms.

· Knowledge of the network of civil legal services available to persons of limited financial means in Montana. 

· Ability to work effectively with diverse people and groups.

· Ability to listen and communicate effectively and patiently with persons in crisis.

· Ability to volunteer recruitment and management.

· Ability to operate basic computer functions, including Internet use and navigation.

· Organize, implement, and maintain a variety of projects and functions simultaneously.

· Establish and maintain effective working relationships with judges, clerks, court staff, attorneys, other agencies, and the public. 

· Keep information confidential.

· Effectively communicate orally and in writing.

· Work in a team environment, and establish and maintain effective and positive relationships with others.

· Maintain organized, accurate and up-to-date records and documentation.

Work Contacts:
The Gallatin County Self-Help Law Center  will be required to maintain regular contact with, and provide updates to the Supreme Court Self-Help Law Program and the Supreme Court Commission on Self-Represented Litigants, and may be required to maintain regular contact with, and provide updates to the local judges, clerks of court, and bar associations.
Conditions of Work;
May be required to work in an area with heavy foot traffic and distractions.  In rare instances, work may be subject to irregular hours in order to perform work assignments.  Completion of work assignments may occasionally require work on weekends and holidays.  
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:)

Minimum qualifications are a high school diploma and two years of office management experience, preferable in the legal field.  Experience working with persons with low to moderate income is preferred
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