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Youth Services Bureau Chief

FUNCTION

Performs professional advanced level work by providing support and managing projects for district and youth services in the court. 

SUPERVISION RECEIVED

Work is performed independently under the direction of the Court Administrator.  The employee is expected to exercise initiative and independent judgment in the management, coordination, administration, oversight, and evaluation of the youth services functions and activities in accordance with established statutes, court rules, policies, procedures, and regulations.

SUPERVISION EXERCISED

Provides direct supervision of the Court Assessment Program and the JCATS System Analyst.

EXAMPLES OF WORK PERFORMED (Illustrated Only)

· Plans and develops statewide initiatives for district and youth court services.  Identifies service needs or issues and develops appropriate responses. 

· Coordinates statewide youth court initiatives with local youth court districts. Works closely with youth court staff and youth court judges to ensure that statewide projects are meeting needs identified in the courts. 

· Maintains liaison contact with other agencies including the Department of Corrections, Department of Public Health and Human Services, the Department of Justice and the Montana Board of Crime Control.  Coordinates comments and responses on issues affecting district courts or children’s services. 

· Oversees management of and enhancements to the Juvenile Court Assessment and Tracking System (JCATS) including maintenance and upgrades to Noble Software for JCATS. Must have strong understanding of the JCATS system.

· Oversees the compiling, analyzing, and reporting of youth court data maintained in JCATS.

· Provides direction, guidance, and training to bureau staff including Inter-rater Reliability training.

· Develops policies and procedures for administration of youth court and children’s services.  Works closely with youth court staff and judges on policy development. 

· Oversees PIF plan development and provides technical and policy assistance to the Cost Containment Panel.  With chief probation officers, evaluates the effectiveness of PIF plans and recommends changes as needed. 

· Investigates complaints from citizens or others at the request of judges or chief probation officers. Advises judges and chiefs on complaint resolution. 

· Oversees administration of the statewide grants and programs affecting district court, youth court, or children’s services.  

· Directs, develops, and implements court improvement projects and management studies in district courts, youth court, and children’s services. 

· Directs and provides technical assistance, support, information, training, and other services to improve youth court and children’s services operations and administration statewide.

· Oversees the compiling, analyzing and reporting of statistical data to evaluate workloads, make recommendations, and plan for future court improvements.

· In conjunction with the judicial educator, assesses court training needs and coordinates development of necessary programs including the  basic training for new juvenile probation officers. 

· Provides staff assistance and support to committees and workgroups involving court-related issues. Provides information and testimony to other branches as needed. 

· Performs other duties as assigned.

WORK CONTACTS

Regular contact with youth court staff, judges, court personnel, state and local government officials, external agencies, court organizations, and the general public to promote services, provide explanations, coordinate activities, gather information, respond to inquiries, and resolve complaints.

CONDITIONS OF WORK

Working conditions are routine but may require completion of work assignments on weekends and holidays.  Work is also subject to traveling and irregular hours to perform work assignments.  Work requires frequent usage of personal computers.  

DESIREABLE KNOWLEDGE, SKILLS, AND ABILITIES

Advanced knowledge of:

· Principles and practices of district and youth court management and administration, understanding of children’s programs in the court system.

· Project management techniques as related to district, youth, and children’s court services management, planning, and implementation.

· Principles of leadership, organizational structures, and management effectiveness.

· Collaboration and interpersonal skills for interpreting and resolving problems and issues.

Skills in:

· Negotiation and conflict resolution.

· Operation of personal computer equipment.

· Utilizing spreadsheet, word processing, and graphic software applications.

Ability to:

· Organize, implement, and maintain a variety of projects and functions; counsel people in stressful situations; learn applicable laws, rules, federal regulations, and guidelines; research information and compile data; establish and maintain effective working relationships with judges, employees, other agencies, and the public; discreetly keep or use confidential information; and effectively communicate orally and in writing.

· Communicate honestly and effectively including defending unpopular decisions to individuals at all levels in the organization; 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; calm angry individuals; and facilitate resolution of interpersonal conflict.

· Explain reasons for actions and creatively resolve difficult problems.

· Make objective and at times unpopular decisions based on court interests, law, and rule.

· Understand and interpret legislation, court rules, administrative orders, and policies and procedures.

· Plan, organize, manage, and coordinate multiple projects simultaneously.

· Provide mentoring to others.

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

· Analyze situations and determine appropriate actions.

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

· Research and develop training programs.

· Effectively supervise and evaluate the work of others.

ACCEPTABLE EDUCATION AND EXPERIENCE

Any acceptable combination of education and experience equivalent to 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 (5) years of progressively responsible administrative or professional experience in district court, youth court or children’s services.  Direct field experience in the district/youth court or children’s services is required in addition to a strong understanding of the Youth Court Act, the court system, and funding. 

DISCLAIMER

The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications employees assigned to this job.

