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DIRECTOR OF COURT SERVICES  Cont’d 

MONTANA JUDICIAL BRANCH

DIRECTOR OF COURT SERVICES

Nature of Work:
This is advanced professional work involving the management and administration of court services functions of the Montana court system.
Work is performed independently under the direction of the State Court Administrator.  The employee is expected to exercise initiative and independent judgment in the management, coordination, administration, oversight, and evaluation of court services functions and activities in accordance with established statutes, court rules, policies, procedures, and regulations.
Provides direct supervision of a division staff of management, administrative, technical, and/or clerical personnel 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)

· Plans, develops, manages and oversees the Court Services Division and its activities for the Supreme Court and District Courts.

· Assists in developing and overseeing plans for state assumption of the costs of District Court funding.

· Staffs, assists and supports the District Court Council in carrying out its statutory duties and responsibilities; provides reports on the progress of the District Court Council.

· Develops and implements policies and procedures for administration of state funding of the District Courts including costs; resource acquisition and allocation; court procedures; information technology; court charges and services; and court reporter support; oversees the compiling, analyzing and reporting of caseload and other court statistical data to evaluate caseflow and trial court workloads; makes recommendations, and plan for future court improvements.

· Develops and implements procedures for disbursement of funds for payment of District Court expenses and recording payments for budgeting and auditing purposes; oversees administration of cost reimbursement programs for indigent defense services in criminal, delinquency, and dependency cases.

· Assists in developing and administering procedures for the employment and use of court reporters in the District Courts.

· Directs, develops, and implements court improvement projects and management studies in areas of case processing; court budgeting and finance; space and facilities management; and court security.
· Directs and provides technical assistance, support, information, training, and other services to improve court operations and administration statewide; develops, revises, and implements standards, rules, and guidelines to achieve uniform policies and procedures.
· Monitors and analyzes the status of legislation affecting the judiciary and prepares and drafts legislative proposals.

· Directs staff in preparing information brochures to improve the public’s understanding of and access to the court system.

· Directs and assigns staff in management reviews, data collection, court performance and productivity evaluation projects to assist courts in improving administrative structures, processes and procedures, and manuals.

· Assesses judicial and staff orientation and training needs and coordinates with office staff on continuing education programs.

· Maintains and assures quality of court services records, data, and information.

· Provides staff assistance and support to committees and workgroups involving court-related issues; coordinates with state and local government officials on court service matters.

Knowledge, Abilities and Skills:

Knowledge of principles and practices of public and business administration, court management and administration, budgeting and financial management, court funding, case management, supervision, process improvement, performance management, negotiation and conflict management, and group facilitation.

Knowledge of project management techniques as related to court services management, planning, and implementation.

Knowledge of automated case and financial management systems.

Knowledge of court process and terminology.

Knowledge of principles of leadership, organizational structures, and management effectiveness.

Ability to think logically and apply analytical reasoning.

Ability to interpret and resolve problems and issues.

Skill in the operation of personal computer equipment.
Skill in utilizing spreadsheet, word processing, and graphic software applications.

Working Conditions:
Work is performed primarily in an office setting.
Physical Demands:
Work is essentially sedentary with occasional walking, standing, bending, and  carrying items under 25 pounds such as papers and files. 
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:)

Possession of a Bachelor’s Degree in public or business administration, court management, judicial administration, criminal justice, or related field from an accredited college or university and at least five years of progressively responsible administrative, or professional experience.  A Masters Degree in one of the above fields and/or graduation from the Institute for Court Management (ICM), Court Executive Development Program, is preferred. 

Licensure and Certification Requirements:
None required
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