
Court Administrator – Circuit Court    Page 1 of 2     5/9/2017 

GARRETT COUNTY GOVERNMENT 
JOB DESCRIPTION 

 
 

JOB TITLE:    Court Administrator 
DEPARTMENT:   Circuit Court for Garrett County 
REPORTS TO:      Judge of the Circuit Court  
FLSA STATUS: Exempt 

 
SUMMARY:  Under the direction of the Circuit Court Judge, the Court Administrator is responsible for 
managing and directing all aspects of court operations and administrative support activities for the courts 
within the circuit. 
 
DISTINGUISHING CHARACTERISTICS: 
Position serves at the pleasure and direction of the Administrative Judge.  As such, the duties and responsibilities 
may vary considerably from one jurisdiction to another, based on factors such as the needs and characteristics of 
the jurisdiction. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
Performs some combination of the following duties: 
 

1. Case Management:  Establishes and administers a case management and calendaring system.  Develops 
procedures for the timely processing of cases.  May serve as liaison between judges and attorneys to 
review and recommend or determine whether case scheduling, continuance, or other exceptions can be 
made.  Reviews operational data, identifies problems and develops or revises procedures to resolve 
matters.  As necessary, develops special case management and/or calendaring approaches to deal with 
certain types of cases. 

 

2. Judge Management:  Develops guidelines, policies, and procedures for the identification, notification, 
summonsing and excusal of potential jurors.  Works with courts and jurisdictional agencies to ensure 
adequate facilities and services are available to jurors.  May direct and supervise staff responsible for jury 
management, to include coordination with judicial staff to adjust number of jurors summoned to meet the 
needs of the jurisdiction’s courts’ proceedings. 

 

3. Coordination/Liaison with Other Government Agencies/Meetings Management:  Represents the circuits’ 
judicial staff in the development and maintenance of working relationships with local government, 
business, local Bar, community organizations, and other concerned parties to discuss and resolve issues, 
develop interagency communications and operations, coordinate the development and administration of 
new programs and otherwise facilitate effective ongoing communications.  Participates in state-wide 
judicial and interagency committees responsible for studying and recommending effective approaches to 
evolving trends, issues, etc. affecting the Judiciary.  Schedules and chairs meetings with local government, 
business and community groups to develop new programs and interactions, discuss and resolve issues, or 
other activities as assigned. 

 

4. Human Resources Management:  Manages the staffing of a variety of programs which support the judicial 
staff. 

 

5. Facilities Management:  Manages the use and operations of court facilities, including facilities 
management, security, construction, and space utilization.  May establish procedures and schedules for 
records management and off-site records archiving. 

 

6. Technology Management:  Coordinates the development and administration of automation systems which 
serve the judicial staff. 
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7. Financial Management and Procurement:  Develops and administers the budget for assigned court 
facilities, operations, and staff. 

 

8. Statistical and Management Reports:  Develops and/or prepares management reports and other statistical 
and tracking reports regarding case, jury and trial management, and other court operations related 
matters.  Develops information tracking and management approaches which optimize data utilization and 
reduce duplication of data reporting. 

 

9. Strategic Planning:  Reviews upcoming legislation and other trends, issues, technologies, etc. which may 
affect the local Judiciary and develops and recommends plans to assist the court to adopt, change or 
otherwise respond appropriately. 

 

10. Miscellaneous Court and Special Programs and Services Management:  Procures and administers grants to 
fund special programs, technologies, etc.  Serves as the court’s ADA Coordinator to investigate and resolve 
ADA-related accommodation issues for the staff, court participants and the public.  May serve as initiating 
or “incubator” agency for court-related programs which, once operational, will become independent 
agencies, such as local alternative dispute resolution services. 
 

11. Other duties may be assigned. 
 

EDUCATION and/or EXPERIENCE: 
 Candidate must have commensurate education, training and/or experience demonstrating competence in 

the essential duties and responsibilities areas. 

 Court Administrator requires a minimum of seven (7) years or substantial administrative and 
management responsibility in the public or private sector with court experience preferred. 

    
LANGUAGE SKILLS:  
Ability to communicate with the public and deal with all types of people in person or by telephone. 
 
MATHEMATICAL SKILLS:   
Basic mathematical skills 
 
REASONING ABILITY: 
Ability to apply principles of logical thinking to a wide range of court related data, situations, and problems 
dealing with a wide range of different types of individuals. 
 
CERTIFICATES, LICENSES, REGISTRATIONS: 
Valid Driver’s License 
 
PHYSICAL DEMANDS:    
Sitting for long periods of time in court.  Staying past designated quitting time due to court reporting.  Typing 
transcripts at home if time does not permit during working hours. 
 
WORK ENVIRONMENT:   
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential function.   
 
Predominately an office environment 
  
 
   


