HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Court Administrator


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Exempt




Supervisor Class #:

Reports to:  Judge


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of supervisor)

______________________________________________________________________________

Nature of Work in this Class


This is highly responsible administrative management work in directing the administrative activities of the probate division of the court of common pleas.


An employee in this class has overall responsibility for staff services required to furnish continuous and efficient court services.  Work involves responsibility for planning, organizing, directing, coordinating and directly supervising the activities of subordinates.  The functions supervised include files/records, docketing, probate auditing, case assignment, cashiering, investigations, marriage license and automation systems administration.  Work is performed with wide latitude for the exercise of independent judgment and initiative in resolving administrative problems.


Essential Functions

· Manages and directs court administrative activities; plans and organizes administrative services; determines organizational requirements and plans office layout and work flow of court offices, directs renovation and facilities projects for the court

· Designs and implements caseflow management systems; monitors case progress through computerized tracking system; oversees preparation of court calendars for hearings and trials; directs staff in scheduling of cases and giving of notice; collects statistical data on cases; monitors case progress for compliance with existing standards

· Prepares, negotiates, and monitors the budget for the probate court; coordinates the overall judicial budget; approves all expenditures from the court budget; enters into contracts on behalf of the court

· Oversees court services, including court security, court reporting services and clerical services; supervises staff; develops and establishes procedures for operating and maintaining required administrative systems; keeps abreast of technological advances relating to court services; authorizes the procurement of equipment and supplies

HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Court Administrator


Class Number:

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Exempt




Supervisor Class #:

Reports to:  Judge


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of supervisor)

______________________________________________________________________________

· Directs the development and implementation of programs and special projects required to achieve the objectives of the court

· Provides for changing or unusual demands, keeping abreast of changing trends in legislation, court administration, court futures trends; develops new techniques and strategies to deal with change.  Confers with the probate judge, attorneys, and public and private agencies to ensure adequate administrative services

· Represents the court in meetings with individuals or groups representing civic or business organizations; attends speaking engagements and ceremonies as a representative of the court; conducts correspondence with citizens, professional organizations and other county departments; generally furthers the public relations aspect of departmental activities

· Prepares and distributes financial, statistical and other reports as required

Marginal Functions

· Performs such other duties as may be assigned by the probate judge.

· Performs related work as required.

Positions Supervised

· All department supervisors and deputy clerks.

Knowledge, Skills and Abilities

· Thorough knowledge of modern principles and practices of public and court administration.

· Thorough knowledge of the organization, functions, responsibilities and procedures of the probate court.

· Thorough knowledge of court procedures, legal documents, laws and legal factors pertaining to the probate court.
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· Thorough knowledge of the principles and practices of methods and procedures analysis, work simplification, and forms and records control.

· Thorough knowledge of the principles and practices of budget and personnel administration and the standards commonly applied in the planning and effectuating of modern court administration procedures.

· Knowledge of the organization and operation of county government.

· Knowledge of court technology and various applications such as imaging in barcoding and automated case management.

· Ability to organize, direct and coordinate the administrative activities and special projects of the court in a manner conducive to full performance and high morale.

· Ability to express ideas on technical subjects clearly and concisely, orally and in writing.

· Ability to develop and maintain effective working relationships with associates, staff, county and other agencies, and the public.

· Ability to operate standard office equipment such as copier, computer, calculator, VCR, tape recorder, and fax machine.

· Visual ability sufficient to effectively operate equipment such as copier and computer.

· Ability to read and prepare reports with recommendations, correspondence, instructions, rules and manuals.

· Hearing ability sufficient to hold conversation with other individuals both in person and over a telephone.

· Ability to hear recording on transcription tape.

· Speaking ability sufficient to communicate effectively with other individuals in person and over a telephone.

· Freedom from mental disorders which would interfere with performance of duties as described.

Working Conditions

· Business office setting; moderate noise.
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Physical Demands


Work involves a significant amount of standing, walking, sitting, talking and listening.

Communications


Conveys and receives information in person and over the telephone.

Qualifications


Graduation from and accredited four-year college or university with major course work in public administration, court business administration, or a related field; supplemented by coursework in judicial administration and experience in an administrative or supervisory capacity.

Licensure and Certification Requirements


Certification by the Institute for Court Management of the National Center for State Courts is preferred.
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