Superior Court of California, County of Plumas
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COURT TECHNOLOGY SYSTEMS ANALYST 

Salary:  $4290 - $5217 monthly, plus excellent benefits
Recruitment #07-04
(Open Until Filled – Applicants are Encouraged to Apply Early)
THE COURT 
The Superior Court of California, County of Plumas, is located in a beautiful rural setting in the city of Quincy, California. In addition to the main Courthouse in Quincy, the Court conducts business in three outlying courthouses in Chester, Greenville and Portola.  The Court employs seventeen (17) non-judicial staff and one (1) part-time commissioner to support two (2) judges.  

THE POSITION

Under general direction of the court executive officer or designee the incumbent assigned to this single position, plans, organizes, coordinates and manages the development and maintenance of the Court’s information system functions including standard business applications, computer desktop and court case management operations, computer networks, telecommunication systems, associated vendor contract management, and other related duties and projects as required.  The assigned incumbent exercises a high degree of independent judgment and discretion in the administration and coordination of the Court’s technology resources and needs.

ESSTENTIAL DUTIES/FUNCTIONS (The duties listed below are examples of the work performed by employees in this class and are not restrictive as to required essential functions/duties.)

· Plans, organizes, and manages complex technology projects;  

· Determines requirements and implements, maintains, and enhances complex business and technical systems, including LAN/WAN systems and telecommunications;

· Researches, evaluates, and makes recommendations for computer network and telecommunication installations and upgrades in coordination with Judicial Branch infrastructure strategies;

· Manages all aspects of the Court’s technical infrastructure, including servers, data centers, backup systems, e-mail and calendaring services, etc.;

· Prepares cost analysis, vendor recommendations, and utilization planning as it applies to hardware, software and networking solutions;

· Coordinates and oversees the day-to-day activities associated with purchase, installation, and maintenance of the Court’s computer equipment; 

· Reviews billings from vendors; ensures compliance with software licensing agreements;

· Maximizes the Court’s investment in hardware and software assets;

· Develops, recommends, and assists in the preparation of written policies, procedures and training for use of automated computer systems;

· Maintains clear, organized, thorough system documentation for all Court systems;

· Proactively drives the establishment of technology related goals and objectives and implements and updates the Court’s Technology Plan;

· Responds to off-hour situations, works occasional time on weekends, holidays and during times of emergency;

· Participates in the development and administration of the Court’s technology budget, including allocated funding, contracts, grants and other related expenses;

· Attends regular staff and Court technology meetings, site visits of other trial courts or vendors, and participates in other continuing education opportunities as necessary; 

· Acts as a liaison for the Court in interactions with other courts, other state and local agencies, outside agencies, and vendors on technology issues;

· Develops strong working relationship with the Administrative Office of the Courts (AOC) and local justice partners;

· Ensures that technology systems meet user needs (accuracy, functionality, efficiency and security);

· Develops and maintains working knowledge of business practices supported by automated systems;

· Assists in maintaining the Court’s public Web and Intranet sites;

· Assists in the development and management of the Court’s records management system;

· Manages the implementation and on-going maintenance and support  of a Court-wide case management system;

· Provides end-user/helpdesk support to Court staff and bench officers; 
· Assists in the development of statistical reports; and,

· Assumes responsibility for other duties as assigned

TYPICAL WORKING CONDITIONS

Work is performed in an office environment in several locations and involves contact with Court staff, contract staff, vendors and members of the public.  Subject to interruptions of planned work activities.  Required to establish and maintain remote access to technology systems for monitoring, troubleshooting, and managing.
TYPICAL PHYSICAL REQUIREMENTS

Ability to regularly sit at a desk or in front of a computer video display screen; twist and bend neck; bend at waist; repetitive hand movement while performing computer data entry as well as writing; frequently stand and walk and move within Court facilities; demonstrate normal manual dexterity and hand-eye coordination; maintain corrected hearing and vision to normal range; use of audio-visual equipment, telephones, calculators,

copiers and fax; and, grasp, lift, and move items weighing up to fifty (50) pounds to various Court locations.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 
Include but are not limited to knowledge of project management principles and related techniques; network and PC operating systems, advanced LAN, WAN and VPN concepts; network/server configuration, administration and security strategies; techniques, equipment and diagnostic software used in the deployment, troubleshooting and repair of personal computers; and, computer applications and related software used in the Court.  Posses the ability to understand and administer complex systems and provides leadership for planning and testing complex applications.  Skilled at and possesses the ability to identify and work effectively with key internal and external stakeholders to develop effective technical solutions; establish and maintain effective working relationships with Court staff, other agencies and contractors; and, effectively communicate orally and in writing.
Additionally, the successful applicant will be skilled at working independently on project assignments guided by established and general principles, policies, and procedures; must possess the ability to assess priorities established by immediate user and department needs that can change frequently. 
REQUIRED EDUCATION AND WORK EXPERIENCE

Graduation from an accredited four-year college with a major in computer science or closely related field and two (2) or more years of work experience in technology systems analysis and installation, including desk top, computer network and telecommunications systems maintenance, computer operations and/or programming. 

OR

An equivalent combination of work experience, training, and/or education that provides the appropriate level of knowledge, skills, and abilities.  The court executive officer or designee reserves the right to make the final decision regarding acceptable and equivalent combinations of work experience, training, and/or education.
LICENSES AND CERTIFICATES

Possession of a valid California driver’s license within 30 days of employment is required.  If unable to operate a motor vehicle due to a disability must be able to demonstrate the ability to provide alternative transportation that is acceptable to the Court.
BENEFITS INCLUDE BUT MAY NOT BE LIMITED TO

· Health Insurance:  The Court pays $871.00 per employee per month.  The employee pays the remaining cost.

· PERS Retirement:  The Court pays 7% employee share along with Court share; 2% @ 55.

· Longevity:  Step increase of 5% at 7, 10, 14, 18, 21 & 25 years of service.

· Vacation:  10 days, 1st & 2nd year, 15 days 3rd thru 7th year, 21 days, 8th year and thereafter.

· Sick Leave: 1 ¼ days/month and no limit of accrual.  Cash out or health premium conversion options available upon meeting specific requirements.

· Bereavement Leave:  5 days/incident for defined family members.

· Holidays: 13 paid holidays/year.
TO APPLY

Call the number provided below for an official Court application form or log onto the Court’s Web site at www.plumascourt.org to download a copy of the application form and supplemental questionnaire.  Only acceptable application packets will be considered.  An acceptable application packet is defined as a thoroughly completed, signed, and dated official Court application form, résumé, cover letter, and one-page per question responses to four (4) supplemental questions.   Please mail or e-mail application packets, or by appointment deliver in person, to:

Jackie Murphy

Senior Regional Human Resources Analyst

Administrative Office of the Courts

Northern/Central Regional Office

Human Resource Services Unit

2880 Gateway Oaks Drive, Suite 300

Sacramento, CA  95833

(916) 263-1490  
jackie.murphy@jud.ca.gov
To discuss reasonable accommodation during the recruitment process, please call the number shown above.
Do not contact Court staff.

The Superior Court of California, County of Plumas is an equal opportunity employer.  All qualified individuals are encouraged to apply.

Supplemental Questionnaire For

Court Technology Systems Analyst

(Recruitment #07-04)
INFORMATION AND INSTRUCTIONS

The information you provide on the Court’s official application form and this supplemental questionnaire will be used to evaluate your overall qualifications for the position.  Based on the results of this evaluation process, applicants may be invited to participate in other examination phases.

Provide explicit and concise statements in response to each question.  It is your responsibility to ensure that information you deem important and relevant to the position is included in your responses.  
Responses to each question are limited to the space on the page where each question appears.  In responding to each question, describe your own experience.  Do not describe the functions of the unit in which your position was located.  Do not describe the responsibilities of the person to whom you reported.  If you have assisted your supervisor or a lead staff person in carrying out functions or responsibilities, clarify how you assisted, and define the degree of authority you exercised.

The official Court application form and this supplemental questionnaire must be typed or legibly printed.  Résumés or referrals to a résumé in lieu of a response on this form are not acceptable.  Applicants submitting illegible or incomplete questionnaire packets will be disqualified from consideration.

CERTIFICATION
I certify that all statements made in this supplemental questionnaire were written by me and are true and complete, and I understand that any misstatement of material fact(s) will subject me to disqualification.

Applicant Signature:  _____________________________ Date: _______________

1. Please describe at least one (1) project in which you managed the implementation and maintenance of an organization- or court-wide case management, data management, or other large system. (Be specific in describing the projects, identify the length of time you performed related functions/ duties, and the name of the person who supervised you  and your employer’s name,  address, and phone number.)

2.  How do you react to quickly changing priorities?  Describe one or more projects when priorities quickly changed and what strategies you used to handle changes to achieve a mutually acceptable outcome for you, your employer, and user group(s). (Be specific in describing projects and provide your supervisor and employer’s name, address, and phone number.)

3. Using a scale of beginning, intermediate, and advanced rate your level of expertise, knowledge, skills, and abilities and provide the number of years of experience you have performed each essential function/duty.
	Essential Function/Duty
	Beginning
	Intermediate
	Advanced
	Years Experience & Relevant Comments

	Coordinated and managed day-to-day activities associated with purchase, installation, and maintenance of computer equipment.
	
	
	
	

	Assisted in maintaining an organization or court’s public Web and Intranet sites.
	
	
	
	

	Assisted in the development of and managed an organization or court’s records/data management system. 


	
	
	
	

	Developed and maintained clear, organized, thorough system documentation for an organization or court’s technology systems.
	
	
	
	

	Proactively drove the establishment of technology related goals and objectives and implements and updates a court or another organization’s Technology Plan.
	
	
	
	

	Maintained clear, organized, and thorough system documentation for a court or another organization’s systems.
	
	
	
	

	Responded to off-hour situations, including worked occasional time on weekends, holidays, and during times of emergency.
	
	
	
	

	Proactively identified the need for and established technology related goals and objectives.
	
	
	
	

	Managed all aspects of a court or another organization’s technical infrastructure, including servers, data centers, backup systems, e-mail and calendaring services, etc.
	
	
	
	


4.  What did you most enjoy about your previous information technology job and why?  What did you least enjoy about your previous information technology job and why?  (Respond to this question using references to essential functions/duties usually assigned to positions that you filled at previous places of employment and comment on your ability to effectively interact with your supervisors and user groups.  Be specific in describing or providing examples or events and provide the names of your supervisor and employer and related addresses and phone numbers.)

