Maryland Judiciary
Job Description

Official Title Senior Manager, Court Operations

Job Code 4141

Business Title Senior Manager, Court Operations
JOC}@;& FLSA Status Exempt

Pay Grade J12

POSITION SUMMARY

This position performs managerial work directing the administrative and operational
functions for either multiple units and/or departments for a court or major court
programs. Employees in this classification receive managerial supervision from the
Administrative Official or designee.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major duties and
responsibilities performed by incumbents of this job. Employees may be requested to perform
job-related tasks other than those specifically presented in this description.

Directs and provides guidance to department supervisors and employees

Counsels and disciplines employees regarding failure to follow office policies or
other inappropriate behavior, time and attendance abuses, poor work quality and
productivity, and provides documentation for the personnel file as necessary

Composes and reviews documentation of employee performance and ensures that
documentation and feedback is provided to employees regarding performance,
attendance, disciplinary actions, etc.

Guides recruitment process for the departments by participating in employee
selection and ensures that proper training of new employees is effectively
administered

Analyzes office administrative operations and departmental operations and make
recommendations for compliance with evolving rules and procedures and seeking
means to improve efficiency and effectiveness

Resolves conflicts as they arise, both with employees and the public

Maintains time and attendance reports of department supervisors and signs time
sheets and approves leave usage

Manages policy deployment in the managed departments to ensure consistent,
equal application of policies and procedures

Coordinates the work of the areas of responsibility with other entities in the Maryland
Judiciary

Assists in the development and deployment of MDEC
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e Collaborates with other managers on court related matters

e Guides the interpretation and application of rules, regulations and policies and
ensures proper implementation

e Performs related work as required

MINIMUM QUALIFICATIONS
Education and Experience
¢ A high school diploma (or GED equivalent)

e Five years of work experience, preferably in court operations, or in the fields of
criminal justice, parole and probation, legal or financial services to include three
years of supervisory experience in the supervision of staff in a trial or appellate court
in the United States.

Note:
e A Bachelor's Degree may substitute for two years of non-court work experience.

e A Paralegal/Associates Degree or 60 college credits may substitute for two years
of non-court work experience.

e A Paralegal Certificate may substitute for one year of non-court work experience

e Preferred: Graduate of Judiciary’s Court Professional Certificate Program

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge of:

e The principles of office management and supervision

e Job responsibilities and functions of other related county and state agencies

Skill in:

¢ Analyzing information, problems, situations, practices and procedures

e Using a computer and computer applications

Ability to:

o Ability to learn and apply job related policies, procedures, rules, regulations and laws

e Ability to communicate effectively between individuals and small and large groups of
employees

¢ Ability to establish and maintain effective working relationships with others

¢ Ability to write routine reports, memos and correspondence utilizing proper grammar,
spelling and punctuation

e Ability to set priorities and simultaneously process multiple duties and
responsibilities

¢ Ability to adapt to changes in work procedures, policies and work environment
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¢ Ability to express ideas concisely and clearly, both orally and in writing, as well as
understand and follow oral and written instructions

e Ability to solve practical problems and deal with a viety of situations

e Ability to collaborate across departments and various agencies in the development
and implementation of policies and procedures

SUPERVISORY RESPONSIBILITIES

This position has formal supervisory responsibilities over other employees. Supervisors
are responsible for signing performance reviews.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommaodations
may be made to enable individuals with disabilities to perform the essential functions.

The position involves light physical demands, such as exerting up to 20 Ibs. of force
occasionally. The position is generally sedentary. Employees sit most of the time, but
may walk or stand for brief periods of time.

WORKING CONDITIONS

The work environment and exposures described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

This position works in an office or similar indoor environment. Employees sometimes
encounter individuals with known criminal or mental health backgrounds.
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Maryland Judiciary is an Equal Opportunity Employer.

Date created: July 2016

Dates revised:




