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MONTANA JUDICIAL BRANCH

JUDICIAL EDUCATION COORDINATOR

Nature of Work:


This is professional work designing, implementing and evaluating judicial and court employee continuing education activities.  Training activities are directed toward district court judges and limited jurisdiction judges and court clerks.


Work involves consulting with the State Court Administrator, Director of Human Resources, Commission on Courts of Limited Jurisdiction, and Montana Judges’ Association Education Committee to develop and carry out continuing education and training programs for judges and non-judicial employees, designing training program curricula, and evaluating training sessions.  Work is performed independently and initiative is required in setting education programs goals and policies.  Supervision is received from the Director of Human Resources and is reviewed through feedback from participants.

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)

· Collaborates with the State Court Administrator and Director of Human Resources in planning, developing, implementing and evaluating the continuing education curriculum for judges and employees of the Judicial Branch.

· Staffs the Commission on Courts of Limited Jurisdiction and Montana Judges’ Association Education Committee.

· Develops a variety of orientation and in-service training programs for judges and court employees, defining learning objectives, planning course content, preparing materials, securing presenters, and handling arrangements for meeting locations.

· Advises and assists court education committees, and other committees and court training groups in planning continuing education and development programs.

· Prepares and administers judicial education grants.
Knowledge, Abilities and Skills:


Considerable knowledge of the basic principles of adult education and curriculum design.


Considerable knowledge of court procedures, legal documents, laws, and legal factors pertaining to the court.

            Considerable knowledge of the organization, operation, function, and scope of authority of the Montana state court system.


Knowledge of modern principles and practices of employee training and development.


Ability to design, organize, conduct and evaluate continuing education programs in support of organization-wide strategic initiatives.


Ability to assess, recommend and implement various program policies and procedures, and initiate program improvements.

JUDICIAL EDUCATION COORDINATOR (Cont’d)

Ability to apply logical thinking to problems and research.


Ability to use initiative and independent judgment.


Ability to manage competing priorities, demands, and deadlines.


Ability to speak publicly.


Ability to prepare reports and communicate effectively, both orally and in writing.


Skill in the operation a personal computer.

Working Conditions:

Work is performed primarily in an office setting.  Regular travel by car to training sites is necessary.

Physical Demands:

Work is essentially sedentary with occasional walking, standing, bending, and carrying items under 25 pounds such as papers, files, boxes of educational materials, and audio visual equipment.
Qualifications: 

Possession of a bachelor’s degree from an accredited college or university in education, behavioral science, public, business, or court administration or a related field, and some experience in employee training or adult education, preferably in a judicial or legal environment, or professional association.

Licensure and Certification Requirements:
Valid Montana driver’s license; proof of insurance if using a personal vehicle on State business.

