
Idaho Judicial Branch 
Position Description 

Position Title:  Court Programs and Services Administrator 
Effective Date:  August 2022 
Salary Grade/Range: Pay grade 16/$79,000 - $85,928 
FLSA Status:  Exempt - Administrative 
EEO Job Category: Professional 

 
General Position Summary: 
The Court Program Administrator provides leadership, policy guidance, technical assistance, research, and support for 
statewide programs and services in support of the Court's mission, vision and values. The position works collaboratively 
with judges, court personnel, and other government and community stakeholders. This position will have statewide 
responsibilities with a focus on juvenile justice. The position reports to a Senior Manager within the Justice Services 
Division.  
 
How We Work: 
The Administrative Office of the Courts is committed to supporting the mission of the Idaho Courts through the use of 
an agile approach that aligns strategy, work, and capacity. This approach empowers our employees to respond quickly 
and efficiently to meet the needs of our customers: citizens, courts, judges, employees, and other stakeholders. We 
believe in continual improvement of our services and products to better serve and support our customers and the 
evolving environment.  Employees are future-focused, take initiative, and are personally responsible for work delivery 
and professional growth.  Our leaders are committed to professional development and growth of employees by 
empowering and supporting motivated individuals; providing clarity and focus for projects; giving those individuals the 
environment and support they need; and fostering a culture of collaboration, transparency, learning, trust and shared 
accountability.  

Major Duties and Responsibilities: (The examples provided do not cover all the duties which the incumbent in this 
position may be required to perform.) 
 

 Provides resources, guidance, and training to judges and district court personnel; 

 Works with committee chairs to develop meeting agendas and prepare materials; 

 Provides staff support for the Juvenile Justice Advisory Committee and subcommittees,  prepares and circulates 
minutes, and for monitors action items to completion; 

 Provides subject matter expertise for forms/rule development and provides staff support to rules 
subcommittees; 

 Serves as liaison between the Courts and government/community; 

 Meets regularly with government/community partners to promote collaboration, discuss common areas of 
interest, and provide a forum for problem-solving; 

 Stays current on research and national trends impacting court programs and services; 

 Works with the Education Department to ensure judges, court personnel, and other stakeholders are familiar 
with the most current research and national trends;  

 Serves as point of contact for judges, court personnel, government/community partners, and the general public 
on issues relating to court programs and services;  

 Identifies and assesses needs, gaps in services, and barriers to implementing best practices/evidenced based 
practices; 

 Develops and implements pilot projects and proposes program changes consistent with evidenced-based 
practices; 

 Develops financial plans and manages spending by PCA; 

 Identifies and recommends budget priorities and researches and pursues grant opportunities; 

 Manages existing grants in coordination with the Finance Department; 

 Serves as project manager for large, long-term projects, clearly identify goals and timelines, and ensures the 
timely production of deliverables; 



 Organizes projects into work plans, assesses work plans, and adjusts as necessary; 

 Performs other duties as assigned.  
 
Minimum Qualifications: 
 
Education and Experience: 

 Bachelor’s degree in Social Work, Criminal Justice, Public Administration or a related field; Master’s degree or JD 
preferred; 

 A minimum of three years of experience in planning and program management; five years of experience 
preferred; 

 Experience working in the court system, juvenile justice system or social services in a leadership/management 
capacity preferred. 

 
 
Knowledge, Skills and Abilities: 

 Knowledge of the court programs and services; 

 Knowledge of evidence-based practices and best practices in treatment courts, juvenile justice, and court 
services for children and families; 

 Knowledge of adult educational practices and procedures; 

 Knowledge of behavioral health systems and services and the principles of effective treatment for justice 
populations;  

 Knowledge of MS Office suite including Word, Excel, and Outlook; 

 Skill in working collaboratively and developing consensus among various stakeholders; 

 Ability to communicate effectively verbally and in writing; 

 Ability to organize and manage projects to meet deadlines; 

 Ability to plan and implement programs; 

 Ability to analyze information and develop sound conclusions; 

 Ability to facilitate multidisciplinary workgroups and related committee work projects; 

 Ability to prepare and present material to a variety of audiences; 

 Ability to establish and maintain effective working relationships with judges, court personnel, and other 
government/community agencies; 

 Ability to work independently without close supervision. 
 
The Judicial Branch reserves the right to consider an equivalent combination of education, training, and/or experience in 
determining whether an applicant is capable of performing the assigned duties and fulfilling the assigned responsibilities 
of the position.  
 
The Idaho Judiciary is an equal opportunity employer. Hiring is done without regard to race, color, national origin, sex, 
age, religion, socioeconomic status, sexual orientation, gender identity, disability, or any other applicable legally 
protected status. In addition, preference may be given to veterans who qualify under state and federal laws and 
regulations. If you need special accommodation for applying or interviewing, please notify human resources.  
 
Adopted: 7/2022 SG 
 


