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MONTANA JUDICIAL BRANCH

DISTRICT COURT ADMINISTRATIVE COORDINATOR

Nature of Work:
This is administrative work in staffing criminal justice and other initiatives in the district, serving as the judges’ liaison for court-related programs, and administering assigned program areas of the district court.
Work includes serving as director and staff for the Criminal Justice Coordinating Council, serving as the judges’ liaison with court-related programs, administering the law library, assisting in the preparation and administration of the district budget, and coordinating and assisting the judges in administrative areas as assigned.  Assignments can be in any area of court administration and are designed to relieve the judges of delegated administrative tasks thus permitting the judges to spend more time in court.  The incumbent reflects the judges’ philosophies, priorities, and general direction.  Office and secretarial support to judges is provided by others in the office.  Formal supervision of others is not a characteristic of the position in this classification.  Work is performed with considerable independent and professional judgment, discretion, and decision making.  Work is performed under the general direction of the judges and in accordance with written or verbal instructions as to the general nature of results expected, and in accordance with district court rules and state statutes.  Work is reviewed through weekly meetings, reports, and discussions with judges for the degree to which the judges’ positions, concerns, and priorities are realized.

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)

· Serves as the director and staff person for the Criminal Justice Coordinating Council and its advisors; plans, implements, and involves the public in a systematic approach to the county’s criminal justice system; makes recommendations that affect the general direction of the council and the specifics that move it towards its goals; recommends the composition of small task groups that work on issues and serves as staff person; prepares reports on events and takes necessary follow-up actions as assigned.

· Serves as the judges’ liaison with court-related programs such as corrections, public defenders, citizens review, Guardians Ad Litem, treatment court, pro bono legal services, strategic planning, detention, mental health advisory council, and bar association.

· Serves as liaison with the court-appointed water commissioners and the public on such matters as updating water rights records, coordinating with the Montana Water Court, interfacing with the press, assisting with mediation and organizing community meetings.

· Provides administrative support to the judges in areas such as the law library, budget preparation and administration, and modernization.

Knowledge, Abilities and Skills:

Considerable knowledge of the organization, functions, responsibilities, and procedures of the courts and modern principles of judicial or public administration.


Knowledge of district court structure and operations.


Knowledge of the Montana judicial system and its policy and organization.


Knowledge of effective written and verbal communication techniques.


Knowledge of the operation of a personal computer with word processing applications.


Ability to apply the principles, methods, and practices of court administration or public administration.


Ability to research and prepare reports of considerable complexity.


Ability to make work decisions in accordance with district court policies and procedures.


Ability to use creative thought, communication, and consensus building to develop solutions to difficult problems.


Ability to define problems, envision solutions, and manage the follow-through.


Ability to establish and maintain effective working relationships with public and private officials, district court judges and staff, members of bar association, local and state agencies, and the public.



Skill in communicating effectively verbally or in writing.


Skill in the operation of a personal computer with word processing applications.

Working Conditions:
The work is performed primarily in an office environment and involves exposure to normal, everyday risks which require normal safety precautions typical of offices. 

Physical Demands:
This position requires activities such as sitting for long periods, standing, bending, stooping, reaching, climbing stairs, lifting, moving and carrying light to medium objects, and operating office equipment.
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 from an accredited college or university in public administration, criminal justice administration, court administration or a closely related field; experience in public administration, preferably as a staff person to boards of advisors or directors and some experience with the preparation and administration of budgets.

Licensure and Certification Requirements:
Possession of or ability to obtain a valid Montana driver's license; proof of insurance if using a personal vehicle on State business.
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