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MONTANA JUDICIAL BRANCH

E-FILING SPECIALIST
NATURE OF WORK

This is professional work analyzing multi-level court business practices to develop and support automated systems and training programs for judges, court staff and all those who file with Montana state courts.
This position tackles the many challenges that offices and individuals face during the migration from paper document workflows to electronic court records and document workflows, as well as ongoing support to each e-filing community.  Work involves telephone and internet support of all users of the e-filing system and the many integrated software packages.  Performing needs assessment of each court community to develop strategies for best local use of the e-filing system and coordinating those goals among various court community stakeholders.  Designing and carrying out training program curricula for court personnel and the e-filing community.  Arranging training schedules and facilities and preparing data.  Writing training and support material for software users.  Installing, testing, troubleshooting and evaluation of software updates to identify software performance problems or those created by integration with various software and environment variables.  Additional responsibilities include follow-up visits, technical manual development, ongoing system maintenance, presentation development and data preparation, public speaking and traveling to court sites throughout Montana.
Work is performed independently within a team environment and is under the supervision of the Electronic Filing Portal Coordinator.
ESSENTIAL FUNCTIONS
· Analyzes and evaluates court and e-filer needs at all court levels (appellate, district, justice, municipal, city) for all case types, to develop and implement business processes that support electronic records management including intake, storage, workflows and use by external agencies.  Reviewing capabilities and limitations of various options and ensuring all project deliverables meet specific needs and requirements of the court community’s staff and business needs. 
· Researches and analyzes state laws, rules and regulations to ensure the proposed systems comply with statutory regulations and requirements.  Coordinates with the legal community through the Office of Court Administrator’s E-Filing Automation Committee as necessary to verify the interpretation of various statutes.
· Develops and establishes system development project plans and procedures to ensure that a variety of systems are integrated appropriately.  Explains and justifies development strategies, requirements and alternatives to upper management and court community users.  Ensures that system development plans meet the diverse and sometimes conflicting needs and interests of each court, as well as external e-filer attorneys, self-represented litigants and related agencies.  

· Evaluates problems and complaints from all e-filing system users related to system implementation and performance issues, develops solutions and negotiates workable solutions through consensus.  This involves determining the nature and significance of problems; interpreting and applying specifications to various products and services; and developing viable alternatives or solutions.
· Manages ongoing system maintenance and monitoring efforts to ensure the effectiveness of system functions and operations.  
· The position is responsible for providing quality assurance of work during development, through implementation, and over the course of operations.

· The analysis and evaluation of Court business process needs and the development of unique solutions requires the position to consider a range of variables related to process requirements, work priorities and objectives, available resources, technological capabilities and limitations, and system-wide integration strategies to ensure that vendors deliver effective, long-term solutions.

· Develops educational materials including course content, exercises, handouts, audio-visual, background notes, procedure manuals and guides.
· Assists in designing and developing marketing materials to announce and promote training courses, and to showcase new or enhanced functionality.

· Informs supervisor and help desk of end-user problems and resolutions to assist in providing better service.  Maintains resolutions database and logs help desk calls.
· Communicate changes to users of the systems through newsletters, email messages, professional presentations, or user conferences.

· Applies knowledge of the principles, practices and methods of computer technology to a variety of professional assignments and complex tasks.

· The incumbent is expected to write, modify or recommend alternatives to court operating procedures and technical reference systems as appropriate.

KNOWLEDGE, ABILITIES and SKILLS
· Requires knowledge of the theories and developmental applications of computer science, data management products; computer operating systems; and testing and performance management principles. 

· Requires working knowledge of strategic planning principles, business process analysis, and guidelines related to information systems development.

· Requires the ability to develop innovative solutions to specific e-filing user needs involving multiple processes, objectives and requirements related to electronic documents (e.g., prosecutors, county attorneys, support staff, government filers, self-represented litigants, etc.).
· Requires the ability to work independently, set priorities, and meet deadlines.

· Must understand the functionality of the e-filing system and its integration with the court case management systems, considering local court rules.

· Must possess a thorough understanding of software system integration principles and processes.

· Must develop training classes that provide all court community e-filers with the knowledge and skills necessary to effectively utilize the e-filing system.

· Must possess the knowledge and ability of an educator in order to effectively deliver training and user materials to diverse audiences.  This involves working with a large and diverse group of customers.
· Must be able to work as a member of a team and possess the ability to establish and maintain effective working relationships with staff members of varying technical abilities.
· Manage and monitor tracking issues with vendors and manage projects with little assistance. 
· Communicate effectively orally and in writing.  
WORKING CONDITIONS:
Business office setting, however, position requires occasional statewide travel, and multi-day on-site visits, as well as occasional unusual hours.
EDUCATION AND EXPERIENCE:
Education and experience equivalent to an associate degree in accounting, business, finance or a related field and experience developing and delivering adult training programs or public speaking.  Equivalent combinations of education and experience will be considered. Court related experience preferred but not required.
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