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                                   SELF HELP LAW ADMINISTRATOR Cont’d

MONTANA JUDICIAL BRANCH

Self-Help Law Program Administrator
Nature of Work:
Performs professional advanced level work by administering and coordinating the Montana Supreme Court Self-Help Law Program.  Work includes providing technical assistance and training to recipients of Self-Help Law Program (“Program”) funds; collecting and analyzing evaluation data for all components of the Program; and serving as a liaison among various agencies and organizations responsible for implementing the Program.   Regular contact with, updates to, and input from the Montana Supreme Court Commission on Self-Represented Litigants, the Montana Supreme Court Equal Justice Task Force, and the State Bar’s Access to Justice Committee.  Work is performed under the supervision of the court services director.  The employee is expected to exercise initiative and independent judgment in the management, coordination, administration, oversight, and evaluation of the Self-Help Law Program in accordance with established statutes, court rules, policies, procedures, and regulations.

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.)

· Offer technical assistance and support to the staff and volunteers of local Self-Help Law Centers.  Self-Help Law Centers, located in county courthouses, are places 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.  Technical assistance and support may include, but is not limited to, assistance in the establishment of the Centers, assistance in the creation of outreach and press materials for the Centers, assistance in volunteer recruitment, and answering ongoing questions by staff and volunteers of the Centers regarding resources available for self-represented litigants in Montana.
· Offers technical assistance and support to other recipients of Self-Help Law Program funding, including, but not limited to, assistance in identifying priority areas of need for self-represented litigants and assistance in ensuring that resources developed are user-friendly for self-represented litigants. 
· Works closely with all recipients of Self-Help Law Program funds to ensure that statewide projects are meeting the needs of self-represented litigants, clerks of court, and judges. Identifies service needs or issues and develops appropriate responses. 
· Assesses Self-Help Law Program training needs. Develops and provides appropriate and ongoing training for all recipients of Self-Help Law Program funds.
· Coordinates the activities of and facilitates communication between the various recipients of Self-Help Law Program funds to ensure that resources, lessons, and experiences are being shared among said recipients. 
· Oversees the compiling, analyzing and reporting of statistical data to evaluate workloads, make recommendations, and plan for future court improvements. Provides information and data on Self-Help Law Program operations and outcomes for the Judiciary’s budget development.
· Develops and coordinates grant application and disbursement processes, data collection, evaluation, and monitoring of the Self-Help Law Program.  Prepares and submits reports as needed.
· Provides technical assistance to courts interested in developing resources for self-represented litigants.
· Researches and develops applications for grant funds to support Self-Help Law Program efforts.
· Creates and updates a comprehensive directory of existing resources and services available for self-represented litigants in Montana.
· Facilitates communication between all entities working on resource and form development for self-represented litigants in order to increase coordination and consistency and minimize duplicative efforts. 
· Develops useful resources for self-represented litigants not already being developed by recipients of Self-Help Law Program funds.

· Performs other duties as assigned.
Knowledge, Abilities and Skills:
Knowledge of resources and forms available for self-represented litigants in Montana is preferred.

Knowledge of the systems for delivering civil legal services to persons with limited financial means in Montana is preferred. 

Work effectively with diverse people and groups.

Communicate effectively in public settings, including making public presentations and leading trainings.
Research, evaluation, statistical analysis and report writing.

Operation of personal computer equipment, including competent utilization of spreadsheet, word processing, and graphic software applications.

Ability to organize, implement, and maintain a variety of projects and functions simultaneously; research information and compile data; establish and maintain effective working relationships with judges, attorneys, other agencies, and the public; discreetly keep or use confidential information; and effectively communicate orally and in writing.

Ability to communicate honestly and effectively including defending unpopular decisions; persuade people of the advisability of undertaking controversial or difficult actions; be tactful and exercise discretion in the use and sharing of information; negotiate impasses or difficult problems; and facilitate resolution of interpersonal conflict.

Ability to explain reasons for actions and creatively resolve difficult problems.

Ability to make objective and, at times, unpopular decisions based on court interests, law, policy and rule.

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

Maintain accurate and up-to-date records and documentation.
Working Conditions:
Work will require travel throughout Montana and may be subject to irregular hours in order to perform work assignments.  Completion of work assignments may occasionally require work on weekends and holidays. 
Physical Demands: 
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 accredited college or university, and four years of responsible professional experience in the fields of law, social or human services, and/or public or business administration. Graduation from an accredited law school is preferred.  
Licensure and Certification Requirements:
None
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