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	MINNESOTA DISTRICT COURT

FIRST JUDICIAL DISTRICT

	Court Administrator V
Position #01082911

	OFFICE & LOCATION 

First Judicial District

Dakota County District Court

Hastings, MN 


	CLASS

Court Administrator V
Exempt

Unrepresented  
	HOURS OF WORK
Full-time

40 hrs/wk

M-F 8:00 – 4:30


	TYPE OF RECRUITMENT

Internal and

External

	DESCRIPTION:  The First Judicial District is accepting applications for the Court Administrator V position in Dakota County District Court.  Dakota County is a fast growing southern metro county, including facilities in Hastings, Apple Valley and West St. Paul.  It is the third largest District Court within the Minnesota State Court System and currently has eighteen chambered Judges.  This position is responsible for the overall management and supervision of all aspects of court operations.  

RESPONSIBILITIES:

· Overall management and supervision of various case processing activities of the court. 
· Strategic planning and implementation.  

· Interprets and executes statutory mandates, rules of court and judicial polices and procedures.  

· Develops, administers and manages local budget. 

· Manages financial aspects of local court operations including collections, fines and fees, bonds and escrow. 

· Represents District Court and the First District on various local and state committees and workgroups. 

· Develops and implements local policies.   
· Advises judges, lawyers, staff and the public on administrative polices and procedures. 

· Manages the local aspects of TCIS and fall 2007 transition to MNCIS. 

· Supervisors Court Operations Managers. 

· Directly, and indirectly through managers, manages all non-judicial Court Administration employees. 

· Public and legislative outreach. 
KNOWLEDGE, SKILLS AND ABILITIES: 

· Considerable knowledge of court policies, procedures, laws and legal documents, as well as the scope and authority of the unified District Court. 

· Considerable knowledge of effective supervisory and management techniques and ability to supervise subordinate managers. 

· Ability to make decisions in accord with laws, regulations, and court policy and procedures.  

· Ability to analyze, process, recommend and implement changes. 

· Ability to express ideas concisely and clearing, both orally and in writing.  

· Ability to establish and maintain effective working relationships.  

QUALIFICATIONS:  Graduation from an accredited four year college or university with a relevant bachelor’s degree required.  Extensive court administrative/management experience and master’s degree in public administration or a related field preferred.  Successful candidate will be required to pass a criminal background check.
SALARY RANGE & BENEFITS: $29.70 - $46.02 per hour.  Hiring to the mid-point of range based on qualifications and experience.  Eligible for full-time State of MN benefits package.  

INTERNAL and EXTERNAL APPLICATION DEADLINE:  Friday, September 7, 2007; 4:30 p.m.  


TO APPLY: To request an employment application, download from http://www.courts.state.mn.us/?page=163 or call 651-438-8485.  Submit completed application form, cover letter and resume to:  

First Judicial District Human Resources 

Dakota County Judicial Center

1560 West Highway 55
Hastings, MN 55033 

EOE


