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IMPERIAL COUNTY SUPERIOR COURT

CLASS TITLE:  SENIOR COURT MANAGING ATTORNEY
BASIC FUNCTION:

This at-will position, under general direction of the Court Executive Officer or designee, provides legal functional and operational assistance, advice and counsel to the court’s executive management team and judicial officers on all issues for the court. In addition, this position will be responsible for the development, planning, implementation, and administration of  self-represented litigants services including, but not limited to all types of family law proceedings, including those functions mandated by Family Code §§ 10000-10012 related to child support, spousal support, and health insurance matters, and such other legal areas as permitted by the Court; bi-national collaborative programs;   community outreach; court legal research attorney functions; and family court mediation services.
DISTINGUISHING CHARACTERISTICS:
This is a single position class that has county wide supervisory responsibilities, performs research on special projects or issues which may include complex or sensitive matters pending before or pertaining to the Superior Court, as requested by the Judges or Court Executive Officer, or his designee; managing, planning and administering all self-represented litigant services; and  performing in-depth studies of legislation including condensing applicable cases and preparing summaries on legal issues.  The Senior Court Managing Attorney classification has full managerial responsibilities for legal professionals and paraprofessional staff, clerical support, interns, and volunteers for the department.

REPRESENTIVE DUTIES:

 The duties listed below are examples of the work performed by employees in this class.  An employee may not be assigned all duties listed and may be assigned related duties that are not listed below. The court reserves the right to add, modify, change or rescind work assignments as needed. 

ESSENTIAL DUTIES:
Advises Judges and Court Administration on a variety of issues and proceedings including civil, criminal, family law, probate, self–represented litigant services and juvenile matters;

Plans, implements and administers family law program activities, including family law facilitator functions and self-represented litigant services.

Develops and implements goals, objectives, policies, procedures, and work standards for the legal unit or program;
Plans, organizes, administers, reviews, and evaluates the work of staff, including through subordinate attorneys and paraprofessional staff;

Creates performance and development plans for employees, conducts periodic discussions about progress on performance and development plans, and prepares written performance reviews and discusses same with assigned staff;

Oversees or provides for the selection, training, professional development, and discipline of staff;

Plans, manages, reviews, and evaluates programs related to the legal area to which assigned, and to include coordination of court legal research attorneys, legal clerk interns, family mediators, small claims advisor, probate investigator and other ancillary staff;

Develops, administers, and monitors budgets of assigned legal program or unit and assists in the development and administration of State or Federal grants;

Works with committees and coordinates in developing Court policies, priorities, goals, and objectives and assists in their implementation as necessary;

Represents the Court to internal and external customers on issues pertaining to attorney services or program’s functional areas, as well as represents the Court on local and State level advisory committees, task forces and working groups;
Plans and coordinates special community outreach events or public education programs to promote access to justice and the role of the courts in our community;

Serves as liaison and spokesperson for the court on issues regarding self-help, access to court services, family law facilitator, and other collaborative projects assigned;

Assists with the training and recruitment of temporary judges and sits as temporary judge when appointed and required by the bench;

Performs independent analysis and provides sound recommendations on a myriad of access to justice as well as court administration matters; 

Performs all other duties as assigned.
KNOWLEDGE AND ABILITES:

KNOWLEDGE OF:   

Management principles and practices, including goal setting; employee development; program development, implementation, and evaluation; and the supervision of employees.

Principles and practices of budget development and administration.

Principles of substantive and procedural law and their applications.

Scope and character of California statutory and case law and provisions of the United States and California Constitutions.

California Rules of Court; the legislative process; drafting statutes and Constitutional provisions governing the organization, duties, powers, procedures, management, and conduct of the work of the trial and appellate courts.

Legal research methods, principles of administrative and constitutional law.

Rules of evidence and conduct of proceedings in California trial and appellate courts.

Problem-solving and conflict resolution methods and techniques.

Effective practices and techniques for the delivery of culturally competent court services.

Working knowledge of community’s needs, cultures and Spanish.

The operation of personal computers and the use of specified computer applications, such as word processing, PowerPoint and spreadsheets.

Principles and techniques of preparing effective oral presentations.

Principles and techniques of preparing a variety of effective written materials.
ABILITY TO: 

Develop and implement goals, objectives, policies, procedures, and work standards.

Manage programs and staff often through subordinate supervision.

Translate unit goals, objectives, and policies into day-to-day operations.

Develop effective work teams and motivate individuals to meet goals and objectives and provide services in the most effective and efficient manner.

Develop and administer the budget of the assigned area.

Perform legal research, including computerized legal research; apply legal principles and precedents to particular sets of facts.

Analyze policy issues; present statements of facts, law, policy, and argument clearly, concisely, and logically in both written and oral form.

Draft legal bench books and judicial practice guides, legal correspondence, and reports effectively and concisely.

Analyze, draft, and testify on proposed legislation.

Interact successfully with advisory committees, judges, court and agency staff, the State Bar, the Legislature, and the public.

Develop and maintain relevant subject matter expertise.

Use initiative and independent judgment within general policy guidelines.

Effectively negotiate program and policy service agreements with outside entities.

Knowledgeably and effectively represent the Court on issues pertaining to the program or unit functional areas.

Apply problem-solving and conflict resolution methods and techniques.

Work effectively with internal and external committees.

Operate personal computers and use specified computer applications, such as word processing, PowerPoint and spreadsheets.

Communicate effectively in English, orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of the work.

Use tact and discretion in dealing with those contacted in the course of the work.

EDUCATION AND EXPERIENCE:

Education/Experience:  
Graduation from an accredited law school and a minimum of five (5) years of work experience in the practice of law including a minimum of three years of substantial mediation or litigation experience in the field of family law.  

LICENSES AND OTHER REQUIREMENTS:

Active membership in the California State Bar Association.  

Valid California driver’s license – Possession of a valid class “C” California Driver’s license.  This  requirement will be reviewed on a position basis in accordance with ADA regulations.

WORKING CONDITIONS:
ENVIRONMENT:

Office environment.

PHYSICAL DEMANDS:

Sitting or standing for extended periods of time.

Hearing and speaking to exchange information and make presentations.

Seeing to read a variety of materials.

Sitting or standing for extended periods of time.

Dexterity of hands and fingers to operate a computer keyboard.

Lifting of 25 lbs or less (files).
HAZARDS:

Contact with dissatisfied or abusive litigants.
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