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	Reference #
	Evaluation Criterion:
	Pricing

	12
	Maximum Points for this Criterion:
	___30 Points____ (out of 100 possible points)

	Proposal Requirements: Proposer must propose rates for Schedules 1-6 as listed below.  Proposer is not required to provide rates for all Classification Titles listed below.  Proposer may provide rates for those Classification Titles that are part of their day to day business operations or part of their core business and that Proposer will propose to fill on behalf of a Judicial Council or Participating JBE.   

See Attachment 2, Master Agreement Sample, Appendix D, Defined Terms, for terms used in the below Schedules.  See PART II for a detailed listing of the position title, minimum qualifications and job description.

(1) In addition, for the following, provide either pricing and/or method for calculation of pricing or explanation describing why no pricing is proposed:

a. Overtime rates, if applicable
b. Any applicable volume discount and associated periods.

(2) It is expected that all temporary staffing firms responding to this RFP will offer the firm’s government or comparable favorable rates. Proposals should not include proposed costs for either background checks or travel related expenses as background checks will be reimbursed at actual cost and travel expenses, if any, will be reimbursed at actual cost in accordance with California State guidelines, as established by the California Victim Compensation and Government Claims Board, as set forth in Attachment B, Master Agreement Terms.

(3) The cost/fees proposed must be inclusive of personnel, materials, computer support, and overhead rates. The method of payment to the temporary staffing firm is anticipated to be the cost reimbursement. 

(4) Rates proposed must be inclusive of all burdened elements of cost, including but not limited to current local, city, and state ordinances (e.g. San Francisco sick leave ordinance), administrative costs, overhead expenditures, etc., or other elements of cost that may arise over the eventual master agreement’s term.

a. The successful Proposer(s) will be required to fully comply with, and be bound by the provisions of the San Francisco Health Care Security Ordinance (HCSO), as set forth in San Francisco Administrative Code Chapter 14, and the San Francisco Paid Sick Leave Ordinance, as set forth in San Francisco Administrative Code Chapter 12W. Subcontractors of the Proposer should consult the San Francisco Administrative Code to determine their compliance obligations under these chapters.

(5) Proposers must propose overhead and profit mark-up rates when the placement is an employee or independent contractor of the proposer, as well as, mark-up rates to be applied should proposer use a subcontracted company/firm to fill Key Personnel placements. Proposer must propose the maximum hourly rate for each of the classifications that may be awarded under this master agreement.


	Proposer must complete the following:  

	Part I –Schedule 1 – Salary Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I
	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]




Part I –Schedule 2 – Conversion Salary Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I
	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]



Part I –Schedule 3 – Billing Rates, Including Contractor Mark-up and Salary Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I
	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]



Part I –Schedule 4 –Billing Rates, Including Contractor Mark-up and Conversion Salary Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I
	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]






Part I –Schedule 5 – Billing Rates, Including JBE Referral Mark-up and Salary Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I
	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]



Part I –Schedule 6 – Billing Rates, Including Subcontractor Mark-up and Subcontractor Billing Rates  

	No.
	Position Title
	Rates – Initial Term (June 24, 2022 – June 23, 2023)
	Rates – 1st Option Term (June 24, 2023 – June 23, 2024)
	Rates – 2nd Option Term (June 24, 2024 – June 23, 2025)

	1
	Accountant I

	$[TBD]
	$[TBD]
	$[TBD]

	2
	Accountant II
	$[TBD]
	$[TBD]
	$[TBD]

	3
	Accountant III
	$[TBD]
	$[TBD]
	$[TBD]

	4
	Accounting Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	5
	Accounting Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	6
	Accounting Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	7
	Administrative Assistant I
	$[TBD]
	$[TBD]
	$[TBD]

	8
	Administrative Assistant II
	$[TBD]
	$[TBD]
	$[TBD]

	9
	Administrative Assistant III
	$[TBD]
	$[TBD]
	$[TBD]

	10
	Administrative Assistant IV
	$[TBD]
	$[TBD]
	$[TBD]

	11
	Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	12
	Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	13
	Analyst III
	$[TBD]
	$[TBD]
	$[TBD]

	14
	Analyst IV
	$[TBD]
	$[TBD]
	$[TBD]

	15
	Assistant Librarian
	$[TBD]
	$[TBD]
	$[TBD]

	16
	Attorney I
	$[TBD]
	$[TBD]
	$[TBD]

	17
	Attorney II
	$[TBD]
	$[TBD]
	$[TBD]

	18
	Attorney III
	$[TBD]
	$[TBD]
	$[TBD]

	19
	AV Systems Design Engineer I
	$[TBD]
	$[TBD]
	$[TBD]

	20
	AV Systems Design Engineer II
	$[TBD]
	$[TBD]
	$[TBD]

	21
	AV Systems Design Engineer III
	$[TBD]
	$[TBD]
	$[TBD]

	22
	Contract Specialist I
	$[TBD]
	$[TBD]
	$[TBD]

	23
	Contract Specialist II
	$[TBD]
	$[TBD]
	$[TBD]

	24
	Contract Specialist III
	$[TBD]
	$[TBD]
	$[TBD]

	25
	Data Entry Technician
	$[TBD]
	$[TBD]
	$[TBD]

	26
	Editor
	$[TBD]
	$[TBD]
	$[TBD]

	27
	Facilities Administrator I
	$[TBD]
	$[TBD]
	$[TBD]

	28
	Facilities Administrator II
	$[TBD]
	$[TBD]
	$[TBD]

	29
	General Maintenance Technician
	$[TBD]
	$[TBD]
	$[TBD]

	30
	Graphic Designer
	$[TBD]
	$[TBD]
	$[TBD]

	31
	Help Desk Assistant
	$[TBD]
	$[TBD]
	$[TBD]

	32
	
Labor and Employee Relations Analyst I
	$[TBD]
	$[TBD]
	$[TBD]

	33
	Labor and Employee Relations Analyst II
	$[TBD]
	$[TBD]
	$[TBD]

	34
	Library Technician
	$[TBD]
	$[TBD]
	$[TBD]

	35
	Management Consultant
	$[TBD]
	$[TBD]
	$[TBD]

	36
	Office Clerk I
	$[TBD]
	$[TBD]
	$[TBD]

	37
	Office Clerk II
	$[TBD]
	$[TBD]
	$[TBD]

	38
	Office Clerk III
	$[TBD]
	$[TBD]
	$[TBD]

	39
	Paralegal I
	$[TBD]
	$[TBD]
	$[TBD]

	40
	Paralegal II
	$[TBD]
	$[TBD]
	$[TBD]

	41
	Paralegal III
	$[TBD]
	$[TBD]
	$[TBD]

	42
	Research Technician
	$[TBD]
	$[TBD]
	$[TBD]

	43
	Systems Technician I
	$[TBD]
	$[TBD]
	$[TBD]

	44
	Systems Technician II
	$[TBD]
	$[TBD]
	$[TBD]

	45
	Telecommunications Technician
	$[TBD]
	$[TBD]
	$[TBD]

	46
	Web Content Strategist
	$[TBD]
	$[TBD]
	$[TBD]



Part I–Schedule 7 – Contractor Mark-up, JBE Referral Mark-up, and Subcontractor Mark-up Percentages

	No.
	Description
	Mark-up Rate – Initial Term
	Mark-up Rate – 1st Option Term
	Mark-up Rate – 2nd Option Term

	1
	Contractor Mark-up
	%[TBD]
	%[TBD]
	%[TBD]

	2
	JBE Referral Mark-up
	%[TBD]
	%[TBD]
	%[TBD]

	3
	Subcontractor Mark-up
	%[TBD]
	%[TBD]
	%[TBD]







Part II –POSITION TITLE; QUALIFICATIONS; DESCRIPTION  

	POSITION TITLE
	MINIMUM QUALIFICATIONS (MQs)
	DESCRIPTION

	ACCOUNTANT I








ACCOUNTANT II

	Bachelor’s Degree, preferably with major course work in accounting and 1-3 years of experience.





Bachelor’s Degree, preferably with major course work in accounting and 4-6 years of experience.

	Examples of Duties
· Perform general accounting procedures including maintaining accurate financial records and accurate, timely financial reports, maintaining consistent cash flow analyses for judicial branch entities including grant related funding.
· Review incoming and outgoing contracts for financial, internal control, and regulatory compliance and signs off as the accounting officer.
·  Conduct site review of grantee and court record keeping procedures. 
·  Analyze and review financial related legislation and expenditure reports and drafts necessary to issue papers and recommendations. 

Knowledge, Skills and Abilities 
· Knowledge of principles, practices, and applications of general, fund, and governmental accounting.
· Knowledge of principles and practices of auditing, reviewing financial documents, budget administration, financial data collection, control and grant preparation.
· Ability to interpret, explain, and apply requirements, rules and regulations related to various funding sources.
· Ability to review and audit financial documents for completeness and accuracy.
· Ability to generate and reconcile financial reports using an automated financial system.


	ACCOUNTANT III

	Bachelor’s Degree, preferably with major course work in accounting and 6+ years of experience.
	Examples of Duties (Includes duties detailed as Accountant I and II)
· Advanced level of accountant duties including preparing reports and presentations regarding findings, conducting special studies and reviews as assigned.
· Provide backup operational assistance as needed, reviewing and approving month-end reconciliations. 
· Oversee fixed asset accounting operations and grant accounting. 

Knowledge, Skills and Abilities Includes knowledge, skills and abilities detailed as Accountant I and II)
· Ability to review and audit financial documents for completeness and accuracy.
· Ability to review, post and balance financial data.
· Ability to generate and reconcile financial reports using an automated financial system. 


	ACCOUNTING CLERK I

	Associate’s Degree and 1 year of clerical experience in the area(s) of administration, procurement and/or accounting.
	Examples of Duties
· Perform basic clerical and administrative duties such as recording and distributing incoming mail, verifying invoices and documents for arithmetic accuracy, screening calls and routing as appropriate, posting transactions and reconciling ledgers and accounting records to the system.

Knowledge, Skills and Abilities
· Basic working knowledge of specified computer applications such as MS Word, Excel, Access, etc.
· Knowledge of Business Arithmetic. 
· Basic practices of reviewing documents for completeness and accuracy. 



	ACCOUNTING CLERK II

	Associate’s Degree and 2 years of clerical experience in the area(s) of administration, procurement and/or accounting.
	Examples of Duties (Includes duties detailed as Accounting Clerk I)
· Perform basic administrative duties including preparing account systems documents (e.g. vouchers, encumbrances, warrants, checks, etc.) for approval and distribution.
· Verify data/information on accounting documents, filing and retrieval of accounting/financial documents in system. 
· Perform physical inventories of materials and equipment and maintains current vendor and product price listings.

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Accounting Clerk I)
· Knowledge of accounting, terminology, practices and account coding methodology.
· Experience with accounting internal control practices. 
· Ability to make accurate arithmetic calculations.



	ACCOUNTING CLERK III

	Associate’s Degree and 3 years of clerical experience in the area(s) of administration, procurement and/or accounting.
	Examples of Duties (Includes duties detailed as Accounting Clerk I & II)
· Administer accounting duties including preparing reports on the current and contemplated use of supplies for various operating units. 
· Review supply requests for completeness, accuracy, cost effectiveness and adherence to standards, codes, policies and procedures.  
·  Prepare accounting systems documents (e.g. vouchers, encumbrances, warrants, checks, etc.) for approval and distribution. 
Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Accounting Clerk I & II)
· Experience reviewing and preparation of reports independently.
· Ability to perform more difficult and complex work requiring specialized expertise (than Accounting Clerks I & II).


	
ADMINISTRATIVE ASSISTANT I

	
High School Diploma and 1 year of experience in an administrative support role.
	
Examples of Duties
· Perform basic administrative functions and receptionist work such as typing, data entry, photocopying, collating, drafting memos, operating multi-line phone systems and providing exceptional customer service. 

Knowledge, Skills and Abilities
· Experience with Microsoft Word and Outlook.
· Ability to demonstrate organizational, interpersonal and professional skills.
· Ability to determine the nature of situations, act resourcefully and quickly to resolve issues.


	ADMINISTRATIVE ASSISTANT II

	Associate’s Degree and 1-2 years of experience in an administrative role.
	Examples of Duties (Includes duties detailed as Administrative Assistant I)
· Perform mid-level support such as prepare memos, coordinate schedules, order supplies, and provide support for various projects or programs as requested.

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Administrative Assistant I)
· Intermediate knowledge of Microsoft Office
· Ability to exercise significant independence performing a broad variety of administrative support duties.
· Experience in supporting a mid- to large-sized office environment.


	ADMINISTRATIVE ASSISTANT III

	Bachelor’s Degree and 2-4 years of experience, preferably in the public sector in an administrative role.
	Examples of Duties (Includes duties detailed as Administrative Assistant I and II)
· Provide mid- to high-level administrative support and coordination for projects and programs, transcribe correspondence, coordinate travel plans, research, interpret and prepare data for statistical studies and reports.

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Administrative Assistant II)
· Advanced knowledge of Microsoft Office including: mail merge, formulas, and the creation of basic charts and forms.
· Ability to work independently with minimal direction.
· Experience in managing various time-sensitive projects. 
· Ability to demonstrate effective communication and written skills at various levels.
· Effective organization and time management skills.
· Experience setting up and coordinating travel plans.



	ADMINISTRATIVE ASSISTANT IV

	Bachelor’s Degree and 4-6 years of experience, preferably in the public sector in an administrative role.
	Examples of Duties (Includes duties detailed as Administrative Assistant I-III)
· Provide executive-level administrative support including handling sensitive/confidential information, coordinate detailed travel plans, review and finalize reports, oversee and coordinate various projects and programs, analyze administrative reports and act as a liaison for executives to communicate agency-wide information.

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Administrative Assistant III)
· Advanced knowledge of Microsoft Office including: mail merge, formulas, and the creation of basic charts and forms.
· Ability to execute daily responsibilities and duties based on organizational structure and protocol.
· Experience in supporting high-level executives.
· Experience in making and coordinating detailed travel plans.
· Ability to oversee high-level projects and programs with minimal direction.


	ANALYST I OR II


ANALYST I: 




ANALYST II: 

	Bachelor’s Degree AND:

Analyst I:  1 year of experience in an analyst role in the specified functional area.

Analyst II:  2-4 years of experience in an analyst role in the specified functional area.


	Examples of Duties
· Perform analytical work and support relating to compiling data, distributing surveys, researching various topics and summarizing results, drafting memos, reports and other documents, testing systems, evaluating and developing work systems, compiling and projecting cost of programs, present findings and recommending solutions.

Knowledge, Skills and Abilities
· Demonstrate knowledge of principles and practices of specified field.
· Ability to display organizational, interpersonal and professional skills.
· Ability to interpret, explain and apply requirements, rules and regulations related to issues in the assigned program area.
· Display knowledge of the quantitative and qualitative analysis of data.


	ANALYST III OR IV


ANALYST III: 







ANALYST IV: 


	Bachelor’s Degree AND:

III:  4-6 years of experience in an analyst role in the specified functional area.




IV: 6+ years of experience in an analyst role in the specified functional area
	Examples of Duties (Includes duties detailed as Analyst I and II)
· Perform high level analytical work including modifying existing programs, writing new programs and evaluating alternative methods for solving specified problems. 

Knowledge, Skills and Abilities (Includes knowledge, skills, and abilities detailed as Analyst I and II)
· Ability to review, analyze and recommend to management organizational policy and procedures for agency operations.
· Ability to participate in the development of new or revised programs, systems and procedures and methods of operation and monitor the effectiveness and results of new initiatives.


	ASSISTANT LIBRARIAN

	Master’s Degree in Library Science from an Accredited institution and 2-4 years experience of a similar capacity.
	Examples of Duties
· Provide assistance with duties and operations of a research library including developing procedures and policies associated with the research library and preparing a variety of effective written materials related to communicating and training of library usage. 

Knowledge, Skills and Abilities
· Ability to participate in developing and implementing goals, objectives, policies, procedures and work standards associated with operating a research library.
· Ability to instruct, train and assist staff, including analysts, attorneys, externs and other staff members in library usage.
· Experience in performing intermediate-level legal and public policy reference and research.


	ATTORNEY


ATTORNEY I:  








ATTORNEY II:  









ATTORNEY III:  





	Admission to the State Bar of California AND:

 I: 2-4 years relevant post-bar experience in a legal setting, such as a private law practice, corporation, government agency, law school, court or legal publishing company.

II:  4-6 years relevant post-bar experience in a legal setting, such as a private law practice, corporation, government agency, law school, court or legal publishing company.


III:  6+ years relevant post-bar experience in a legal setting, such as a private law practice, corporation, government agency, law school, court or legal publishing company.
	Examples of Duties
· Support and perform legal services including consulting with other attorneys and/or professional staff regarding legal issues, serving on committees as required and conducting special legal research and assignments when requested. 

Knowledge, Skills and Abilities
· Experience in analysis and drafting of legal and policy memoranda.
· Experience and involvement in legal publishing, legislation or contracts. 
· Experience providing legal or judicial education. 
· Experience staffing committees.







	AV SYSTEMS DESIGN ENGINEER 
 
I:  

II:  


III:  


	Bachelor’s Degree with course work in audiovisual systems engineering and:

I: 2-4 years of relevant experience; 

II: 4-6 years of relevant experience; and 

III: 6+ years of relevant experience. 

	Examples of Duties
· Analyze, design, integrate, install and support audiovisual systems hardware, software, and technical infrastructure. 
· Develop, analyze, review, and evaluate audiovisual and low voltage systems solutions; and assist with the development of standards and evaluate capital constructions project for conformance; 
· Review and comment on schematic plans and specifications prepared by architects and consultants; 
· Investigate, analyze, and evaluate project cost feasibility; review and prepare reports for cost estimates, RFP and contract submittals

Knowledge, Skills and Abilities: All levels of AV Systems Design Engineer must possess the following:
· Knowledge of principles of audiovisual and low-voltage technologies design, development, engineering, integration and implementation. 
· Knowledge of principles of standards development creation and conformance evaluation.
· Knowledge of principles of schematic, design, and construction drawing creation and review; and facility design and construction. 
· Knowledge of principles of budget development, contract and Request for Proposal (RFP) creation and evaluation.
· Knowledge of principles of audiovisual and low-voltage systems performance criteria and analysis, methods and mechanisms for testing and problem resolution.


	CONTRACT SPECIALIST 

I:  




II: 

	

I: Bachelor’s Degree with major course work in business administration or a closely related field and 1-3 years of relevant experience.

II: Bachelor’s Degree with major course work in business administration or a closely related field and 4-6 years of relevant experience.

	Examples of Duties
· Perform contracting duties including developing and preparing Request for Proposals (RFP), Request for Information (RFI), and complicated bid documents.
·  Provide training to staff and courts in evaluation techniques for RFPs, RFIs, and bid documents.
·  Facilitate bidders’ conferences, negotiating price, terms, and conditions with vendors. 
· Provide training to branch staff on negotiation techniques, drafting contracts. 
· Develop general, special, and technical provisions in contracts to ensure maximum competition. 

Knowledge, Skills and Abilities 
· Knowledge of principles and practices of acquisition planning, development,and implementation.
· Knowledge on contract administration and termination techniques.
· Ability to conduct price/cost analysis.


	CONTRACT SPECIALIST III

	Bachelor’s Degree with major course work in business administration or a closely related field and 6+ years of relevant experience.

	Examples of Duties (Includes duties detailed as Contract Specialist I and II)
· Perform high level contract consultation including making policy recommendations on contracting matters.


· Serve as an expert resource for the branch on policies and procedures related to procurement and contracting. 

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as Contract Specialist I and II)
· Knowledge of laws, regulations and rules associated with contract development, administration and termination.
· Knowledge of contract types, methods and techniques including cost and incentive contracting, award fee, cost-sharing arrangements, processing of unsolilcited proposals and multiple awards.


	DATA ENTRY TECHNICIAN

	High School Diploma and 1 year of experience in an administrative role.
	Examples of Duties 
· Perform basic data-entry duties including typing, 10-key, transcripting correspondence, organize files and records, input documents completely, legibly and accurately and identify and request corrections, if needed.

Knowledge, Skills and Abilities
· Ability to communicate effectively and recommend solutions where issues arise.
· Possess great attention to detail and accurateness.
· Experience working with limited supervision.


	EDITOR

	Bachelor’s Degree in Public Administration or Communications and 1-2 years experience of a similar capacity.
	Examples of Duties
· Perform editorial duties related to coordinating production and editing assigned written materials, reports and publications, conforming to editorial conventions, providing technical advice to users and suggest recommendations to copy rewrites and write marketing copy for publications.


Knowledge, Skills and Abilities
· Knowledge of established editorial conventions and procedures
· Experience with basic publishing methodology, including typesetting and design software, etc.
· Knowledge of legal terminology, legal citation style and principles of basic legal research.


	FACILITIES ADMINISTRATOR I

	Associates Degree and a minimum of 2 years of experience in facility/building management. 

	Examples of Duties
· Perform management of day-to-day facilities and building duties including conferring with Building Management and clients to identify and correct facility problems, assist with renovation of existing space, coordinate moves and relocation of staff, including site readiness, resolve move issues.
· Maintains database of office and workstation assignments.  
· Oversee small building alterations, repairs, and maintenance projects.
· Oversee project budgets and control costs. 

Knowledge, Skills and Abilities
· Principals of vendor management. 
· Knowledge if current practices and materials used to repair buildings and facilities including the technical aspects of building operations.
· Experience with facility maintenance.
· Experience with project and schedule management.
· Knowledge of space analysis and planning techniques.
· Ability to manage multiple projects and analyze existing space needs.
· Ability to monitor project budgets and implement cost controls.




	FACILITIES ADMINISTRATOR II

	Bachelor’s Degree and a minimum of 4 years of experience in facility/building management. 

	Examples of Duties (Includes duties detailed as a Facilities Administrator I)
· Perform management of facilities and building duties including participating in the development of criteria for prioritization of preventive maintenance and operations activities.
·  Conduct studies to forecast, evaluate operations and maintenance needs, equipment replacement requirements, staffing requirements, and cost effectiveness of programs, equipment, and procedures.  
· Acts as unit liaison to Superior Court Executive Officers and County Administrative Officers.
·  Develops a working knowledge of court-specific administrative priorities and appropriately aligning facilities management resources. 

Knowledge, Skills and Abilities (Includes knowledge, skills, and abilities detailed as a Facilities Administrator I)
· Experience in facility operations and maintenance planning, development and implementation techniques.
· Knowledge of laws, regulations and standards associated with health and safety, labor compliance, building and government codes.
· Experience with contract negotiation and administration. Including understanding contract documents such as specifications, proposals and bids.
· Knowledge of emergency response and coordination procedures, policies, standards and processes.
· Understand architectural and engineering plans and reports, technical systems and financial analyses. 




	GENERAL MAINTENANCE TECHNICIAN 

	One year of experience performing janitorial and general maintenance work.
	Examples of Duties 
· Moves office furniture and furnishings as requested. 
· Replaces and cleans fluorescent lighting and air conditioning vents. 
· Performs minor building and equipment repair and maintenance such as painting, checking and cleaning exterior building drains, replacing pads and brushes on cleaning equipment, etc.; assembles furniture and equipment (such as shelving). 
· Cleans interior items as needed (windows and venetian blinds; vacuums drapes, shampoos carpets, etc.). 
· Cleans offices, chambers, court rooms, conference rooms, libraries, and other occupied space, including dusting, emptying trash cans, sweeping, mopping, vacuuming, scrubbing and waxing floors, and polishing desks, railings, and elevator railings. 
· Cleans and disinfects restrooms and hallways. 
· Responds to cleaning requests from staff members and takes appropriate action. 

Knowledge, Skills and Abilities
· Basic office practices and procedures. 
· Understand and follow oral and written directions. 
· Safely operate a variety of cleaning equipment and tools. 
· Lift and move equipment, boxes, furniture, etc. weighing up to 50 pounds. 
· Comply with health and safety codes.

	
	

	GRAPHIC DESIGNER


	Associates’ Degree in Graphic Design or Web Design or closely related field plus 1-2 years experience of a similar capacity.
	Examples of Duties
· Perform specialized design and coding for electronic publishing including designing format of documents, using specialized graphic design software, producing and finalizing graphics and images and coordinate with client and third party vendors to establish design criteria and materials.

Knowledge, Skills and Abilities
· Advanced proficiency with a variety of design and graphics software, including page layout, illustration, slide presentation and image manipulation applications.
· Experience with peripheral equipment, including graphic tablet, scanner, removable storage devices and output devices.
· Ability to organize, prioritize, and coordinate multiple work activities and meet critical deadlines with minimal supervision.
· Ability to establish and maintain effective working relationships with those contacted in the course of work.


	HELP DESK ASSISTANT

	Equivalent to graduation from High School AND:

Minimum of one year experience providing Customer Service/Helpdesk phone technical customer support.

	Knowledge, Skills and Abilities
· Excellent verbal and written communication skills;
· Excellent interpersonal skills and ability to interact with a diverse end user community;
· Possess general knowledge of computer hardware, software, and networks and understanding of IT tools; 
· Fluent in MS Excel, Access, PowerPoint, Word, and Outlook; 
· Strong analytical abilities including the demonstrated ability to comprehend new information technologies (IT) and solve problems; and
· Good organizational skills.


	LABOR AND EMPLOYEE RELATIONS ANALYST I

	Bachelor’s degree and minimum of 4 years professional experience in a labor and employee relations position as an analyst or in a supervisory role. 

	Examples of Duties
· Provide expertise and serve as spokesperson for the court in labor negotiations and during collective bargaining.
· Serve as an investigator of formal and informal claims of discrimination and drafts responses.
· Analyze and prepare legal memoranda and issues papers, legal opinions, and other legal memoranda. Participate in the development of judicial branch employment policies. 

Knowledge, Skills and Abilities: Both levels of Labor and Employee Relations Analysts must possess the following:
· Working knowledge of collective bargaining process in the public and/or private sectors.
· Knowledge of negotiation principles including negotiations preparation, trust building, effective listening and understanding settlement ranges.
· Experience resolving disputes and investigatory skills.
· Knowledge of best alternatives to a negotiated agreement (e.g., impasse procedures).
· Knowledge of grievance and arbitration procedures.
· Ability to interpret and apply labor laws and provisions of memoranda of understanding.



	LABOR AND EMPLOYEE RELATIONS ANALYST II

	Active membership in the State Bar of California and a minimum of 4 years of relevant post-bar experience either in a legal setting such as private law practice, corporation or government agency performing employee relations investigations.

	Examples of Duties
· Provide expertise and serve as spokesperson for the court in labor negotiations and during collective bargaining.

· Serve as an investigator of formal and informal claims of discrimination and drafting responses.
· Analyze and prepare legal memoranda and issues papers, legal opinions, and other legal memoranda. Participate in the development of judicial branch employment policies. 
· Assist with contract language development and development of a strong labor–management team.
· Conducts research and drafts initial responses to Public Employment Relations Board charges, grievances and Dept. of Fair Employment & Housing claims.

Knowledge, Skills and Abilities (Includes knowledge, skills and abilities detailed as a Labor and Employee Relations Analyst I):
· Analysis and drafting of legal and policy memoranda.
· Collective bargaining principles, including recognition of exclusive bargaining representatives, management rights, scope of bargaining, and unfair labor practices.
· Responding to complaints and grievances.
· Investigation techniques and process.
· Research of legal issues.


	LIBRARY TECHNICIAN

	Associate’s Degree with coursework in library technology and 1-2 years of relevant experience.
	Examples of Duties
· Provide assistance in the circulation of library materials including coordinating library acquisition activity, processing and tracking books and materials, and cataloging library materials and records manually and electronically.


Knowledge, Skills and Abilities
· Knowledge of basic principles and practices of library classification, cataloging, research, and reference work.
· Knowledge of practices and procedures of the operation of a research library and use of standard library resources.



	OFFICE CLERK 

I: 

II: 

III: 

	High School Diploma AND: 

I:  1 year of experience in an administrative support role.

II: 2-4 years of experience in an administrative support role.

III: 4-6 years of experience in an administrative support role.
	Examples of Duties 
· Provide basic clerical support such as typing, answering phones, sorting and distributing mail, making photocopies, collating material, stuffing envelopes, file sorting, data entry, word processing, operating, troubleshooting and maintaining basic office equipment, and distributing and maintaining records.

Knowledge, Skills and Abilities
· Ability to display organizational, interpersonal and professional skills
· Ability to communicate effectively and work independently with minimal supervision.
· Experience operating office and mail equipment (includes but not limited to: photocopiers, paper shredders, stamp machines, etc.).
· Ability to proofread and maintain accurate records of work performed.


	PARALEGAL 
I: 

II: 

III: 

	I:  1-3 years of paralegal experience involving complex litigation.

II:  4-6 years of paralegal experience involving complex litigation and a paralegal certificate from an accredited institution.

III:  6+ years of paralegal experience involving complex litigation and a paralegal certificate from an accredited institution.

	Examples of Duties
· Perform duties associated with paralegal support including working closely with attorneys to gather documentation and supporting information, summarizing court and legal records, maintaining case files and database information, generating indexes, retrieving supporting information and assembling background information and performing legal research, including use of computer assisted legal research systems. 

Knowledge, Skills and Abilities
· Ability to research and analyze information.
· Experience drafting legal documents.
· Ability to perform legal research on Lexis/Nexis library databases.
· Possess summarization, discovery, and indexing skills.
· Intermediate working knowledge of specified computer applications such as:  MS Word, Excel, PowerPoint, Email, Internet, Calendar software.


	RESEARCH TECHNICIAN

	Bachelor’s Degree in Public Administration or Communication and 1-2 years of relevant experience.
	Examples of Duties
· Provide a variety of research services such as conduct qualitative and quantitative research and planning activities related to judicial management, develop sample and analysis plans for research, design and manage databases, draft reports and summaries, and write and respond to requests for proposals.

Knowledge, Skills and Abilities
· Knowledge of substantive and procedural legal principles and applications.  
· Experience in legal research methods and principles of administrative and constitutional law.


	SYSTEMS TECHNICIAN I

	Equivalent to graduation from high school AND:

2 years of any combination of formal education in information systems, automated office technology, or a closely related field and/or experience in operating and maintaining automated office systems, including user support.


	Examples of Duties:
· Resolve product support issues with vendors and third-party contractors;
· Implement hardware and software as per ISD management's approval;
· Ability to transport (and lift) equipment up to 60 pounds.

Knowledge, Skills and Abilities
· Analyze systems performance and maximize efficiency;
· Install, maintain, operate, troubleshoot, and repair personal computers, servers, and related equipment; and
· Operate, monitor, and optimize the performance of local area networks.

	SYSTEMS TECHNICIAN II

	Equivalent to graduation from high school AND:

4+ years of experience.
	Examples of Duties (Includes Duties detailed as a Systems Analyst I)
· Recommend standards for hardware and software configurations of commercially available software (COTS); and
· Develop performance and testing criteria for new hardware and software.

Knowledge, Skills and Abilities (Includes knowledge, skills, and abilities detailed as a Systems Analyst I):
· Experience in project management and working with interdepartmental, cross-functional groups and teams; 
· Advanced oversight and administrative experience in Microsoft server (Server 2003/2007), client operating system (Windows XP/Vista) and Microsoft Outlook / Exchange and Active Directory;
· Microsoft certification in Exchange, Operating Systems, and/or Active Directory Services;
· Building/imaging of Intel (PC) based servers, laptops and workstations in an enterprise environment;
· Experience with migration and application software and hardware rollout, change control and patch updates;
· Good knowledge of Network operating systems and understanding of  LAN/WAN principles;
· Experience and knowledge of FTP, remote access and other terminal emulator software, VMW experience are a plus;
· Understanding and experience with Ethernet 100/1000 (gig) baseT LAN/WAN, TCP/IP and Cisco Internetworking;
· Storage Area Networks (SAN) and/or Network Attached Storage (NAS) devices and environments; and 
· Resolve product support issues with vendors and third-party contractors;
· Implement hardware and software as per ISD management's approval;
· Recommend standards for hardware and software configurations of commercially available software (COTS); and
· Develop performance and testing criteria for new hardware and software.
· Ability to transport (and lift) equipment up to 60 pounds.


	TELECOMMUNICATIONS TECHNICIAN

	Associate’s Degree and a minimum of 3 years of relevant experience.
	Examples of Duties
· Provide assistance with new phone line requests, existing phone line verifications, changes, and moves.
· Build call trees, unit lines for offices, new conference line requests.
· Provide maintenance on Voice Services.
· Conduct bill reconciliations and call detail reporting.


Knowledge, Skills and Abilities
· Experience managing and maintaining telephone systems and coordinating telecommunication activities both at a technical and administrative level.
· Knowledge of voice over IP systems.
· Knowledge of contract management practices.
· Experience applying cost management and cost-effectiveness techniques.
· Ability to analyze and monitor project budgets and implement cost controls.


	WEB CONTENT STRATEGIST

	Bachelor’s Degree in Information Systems, Computer Science or closely related field and 4-6 years experience of a similar capacity.
	Examples of Duties
· Perform a strategic consultant role supporting the Judicial Council and various state websites.  Tasks include web development, design, programming, testing, traffic management, content production, delivery, software technology concepts and project management.

Knowledge, Skills and Abilities
· Strong content and user experience skills.
· Proven system development and project management experience (from conception to security and maintenance of web content).
· Experience in a lead role developing content strategies for the web and contributing to editorial platforms.


	MANAGEMENT CONSULTANT

	Bachelor’s Degree and 10 years of public sector experience in program or project oversight; providing analysis, research, and advising in the required functional area.
 
	Examples of Duties 
Incumbents in this assignment perform complex management, administrative, financial, budgetary, and organizational work under the direction of a member of the Judicial Council Executive Team and involve mission-critical confidential and strategic activities, such as:

· Assist management with organization-wide functions which have responsibility for organization-wide outcomes;
· Provide analytical support activities such as research, analysis preparation, data collection and make recommendations or provide subject matter expertise advice to management.  
· Exercise strategic thinking with organization-wide application and impact; 
· Review programs responsible for providing policy direction and implementation in support of the strategic objectives of the Executive Office, the Judicial Council, or other judicial branch entities.
 
Knowledge, Skills and Abilities 
Knowledge of:
· Principles, practice and methods of assigned function(s) and/or unit(s);
· Principles, practice and methods of public and business administration;
· Principles, practice and methods of program development and administration;
· Principles, practice and methods of budget preparation and administration;
· Finance and accounting systems including government finance and budgeting procedures;
· Organizational and management practices as applied to the analysis and evaluation of programs, policies, and operational needs related to area of assignment.


Skill or Ability in:
· Applying advanced management principles with critical impact on the organization; 
· Applying specialized and advanced level knowledge and abilities in the area to which assigned.
· Providing effective collaboration;
· Exercising business and political acumen;
· Exercising confidentiality.
· Analyzing administrative problems, budgets, programs, systems, and procedures to develop effective and comprehensive solutions;
· Conducting thorough administrative and financial analyses and develop effective recommendations.
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