ALLEGAN COUNTY
57™ DISTRICT COURT

JOB DESCRIPTION
JOB TITLE: District Court Administrator
REPORTS TO: District Court Chief Judge
SUMMARY

Manages and directs all non-judicial functions of the District Court. Activities
include directing a staff responsible for processing civil, criminal, traffic and small
claims cases, and providing magisterial and probation services and court
security. Responsible for personnel management, caseflow management, fiscal
management, program planning, facilities management, jury utilization and other
administrative functions. Serves as magistrate as required.

PRINCIPAL DUTIES AND RESPONSIBLIITIES
(An * denotes duties or responsibilities judged to be “essential job
functions” in terms of the Americans With Disabilities Act or ADA)

e Directs activities of staff engaged in performing case processing, probation
and magisterial functions for the court and is responsible for personnel and
labor relations functions, including hiring staff, providing staff orientation and
training, assigning work, evaluating work performance, disciplining and
dealing with employee relations issues.”

e Establishes and maintains sound financial controls. Coordinates audits of the
court’s financial records and controls, reviews audit findings with auditors and
the chief judge, and ensures that audit recommendations are implemented.*

e Prepares budgets for judicial review and approval, presents budgets to
funding unit, authorizes and monitors budget expenditures, and works with
funding unit, state and federal officials regarding budget and related financial
matters.*

e Manages financial transactions ensuring that receivables, expenditures and
disbursements are processed as required in accordance with accepted
financial controls. Addresses and corrects any collection, disbursement and
accounting related irregularities.”



District Court Administrator (continued)

e Oversees case processing activities, including the filing of all legal
documents, ensuring the proper custody, maintenance, storage and disposal
of court records.*

e Develops and implements an effective caseflow management system to
ensure cases are processed in accordance with caseflow management
guidelines and standards. Confers with and coordinates the resolution of
caseflow management problems with other court staff and judges.”

e Meets regularly with judges and/or court staff to discuss and resolve
operational problems and issues, discuss and explain policies and
procedures, recommend corrective action and to present proposed policies
and procedures.*

¢ Researches and evaluates legislation, court rules and court operations.
Develops and implements caseflow, case processing, security, and program
policies and procedures to ensure court operations are in compliance with
applicable statutes and court rules, enhance services to court patrons, and to
facilitate effective case processing services.*

e Advises staff of legal and procedural impact of new statutes, court rules and
court opinions.*

e Serves as liaison to county officials, local bar association, state and federal
agencies, legislators, community agencies, news media, schools and
colleges, and other agencies and organizations. Explains court functions and
programs, discusses legislation, explains court policy and procedures,
addresses complaints and service issues, and coordinates services and
programs.*®

e Oversees jury utilization for the court, ensuring that adequate juror pools are
available, jurors are summoned, and that effective orientation and training is
provided to prospective jurors. Oversees the preparation of payment
vouchers for witnesses and jurors.*

e Compiles court activity statistics and prepares reports containing caseload,
financial and related information. Analyzes case activity, including trends,
and projects future staffing, information system and facility needs.*

e Directs and participates in projects to study case processing, computerization,
video arraignment, disbursement, collections and service related matters.*

e Assists staff with case processing and case investigative and supervision
problems. Recommends alternatives and methods to resolve problems.
Performs the work of court staff is required.”



District Court Administrator (continued)

e Serves as the court’s TAC in LEIN and adopts internal SOS abstracting
policies and procedures. Ensures proper documentation is maintained and
available for LEIN audits.*

e Serves as magistrate as needed and may perform any or all of the following
functions:*

e Accepts and examines criminal complaints and examines withesses in
order to determine probable cause for issuing arrest warrants authorized
by the prosecuting attorney.*

e Sets or denies bail in criminal matters based on seriousness of charge,
likelihood of accused’s court appearance and other relevant factors. May
set conditions for bond or commit accused persons to jail in lieu of bail.*

e Conducts informal hearings in civil infraction matters. Explains the law
and procedures to parties, hears testimony, examines witnesses under
oath, makes findings of fact and conclusions of law, and assesses
appropriate sanctions upon findings of responsibility.*

e Accepts admissions of responsibility in civil infraction cases, considers
defendants’ verbal or written explanations, and determines appropriate
disposition of cases, including assessing fines and other sanctions.*

e Serves in an on-call capacity of the issuance of warrants and setting of
bonds.*

e Performs civil wedding ceremonies.*

The above statements are intended to describe the general nature and level
of work being performed by a person in this position. They are not to be
construed as an exhaustive list of all duties that may be performed by such
a person.



District Court Administrator (continued)

QUALIFICATIONS

Education: Bachelors degree in public administration, business administration
or other closely related field of study. Fellowship from the National
Center for State Courts (I.C.M.) or a master’s degree in public
administration, business administration or other closely related field
of study is preferred.

Experience: Five years of progressively more responsible administrative
experience, including prior supervisory experience, in a district
court or closely related setting.

The qualifications listed above are guidelines for selection purposes;
alternative qualifications may be substituted if sufficient to perform the
duties of the job.

CERTIFICATION OR LICENSURE
Must be a registered voter in Allegan County and successfully complete the

Michigan Judicial Institute training course on traffic law adjudication and
sanctions.
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