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IMPERIAL COUNTY SUPERIOR COURT

CLASS TITLE:  SELF-REPRESENTED LITIGANT FACILITATOR

BASIC FUNCTION:

This at-will position, under general direction of the Court Executive Officer or designee, provides services mandated by the Family Code 10000-10012.  This position will be responsible for the development, planning, implementation, and administration of a family law facilitator program and comprehensive self-represented litigants services including, but not limited to family law proceedings related to child support, spousal support, and health insurance matters and other legal areas as permitted by the Court.

DISTINGUISHING CHARACTERISTICS

This is a professional level position primarily responsible for the administration and operation of the court’s family law facilitator program and self-represented litigant center and services.  Incumbents may have responsibilities for the direct supervision of paraprofessional staff, clerical support, and volunteers.

REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:

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

Develops and implements operational policies and procedures for assigned program.

Designs content of, and conducts clinics for, litigants unrepresented by counsel in Family Court and other litigation areas authorized by the court.

Provides educational materials to parents concerning the process of authenticating parentage and establishing, modifying, and enforcing child and spousal support in the courts.

Participates and coordinates self-represented litigants outreach programs with other internal and external stakeholders.

Distributes necessary court forms and voluntary declarations of paternity; provides assistance in completing forms; and designs user-friendly public information regarding court services and procedures.

Selects, assigns, monitors and evaluates the work of subordinate staff; oversees the recruitment, training, scheduling, and supervising of volunteers.

Identifies community resources related to family law program services and self-represented litigant needs, and develop ongoing rapport with community-based organizations to address county wide self-represented litigant needs.

Provides referral to the district attorney, family court services, and other community agencies and resources that provide services for parents, children, and self-represented litigants. 

Perform legal research activities when assigned to fill in for the Court Legal Research Attorney.

Participate in court sponsored legal seminars and outreach activities to promote public education.

Make public presentations to promote the work of the court and garner support for self-represented litigant services. 

Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

Family Law principles and court procedures.

Policy development and implemention.

Family law-related resources and referral services.

Principles, methods, materials and practices of legal research and writing.

Laws such as County ordinances, State and federal statutes, State and federal constitutions and rules of court.

Technical aspects of field of specialty.

Record-keeping techniques.

Public speaking techniques.

Correct English usage, grammar, spelling, punctuation and vocabulary.

Research methods and report writing techniques.

Interpersonal skills using tact, patience and courtesy.

ABILITY TO:

Research legal issues, complaints, pleadings and points and authorities.

Communicate effectively both orally and in writing.

Present statements of facts and law and argue clearly and logically on behalf of the court.

Prepare and deliver oral presentations.

Work cooperatively with others.

Establish and maintain cooperative and effective working relationships with others.

Prioritize and schedule work.

Maintain current knowledge of program rules, regulations, requirements and restrictions.

Analyze situations accurately and adopt and effective course of action.

Meet schedules and time lines.

Plan and organize work.

MINIMUM REQUIREMENTS:

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 mediation or litigation experience in the field of family law.  

Licenses and other special requirements: Active membership in the California State Bar Association.  

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.

HAZARDS:

Contact with dissatisfied or abusive litigants.
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