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ABSTRACT 
 

The 20th Judicial Circuit and Ottawa County Probate Courts are located within the state 

of Michigan.  The state does not have a unified court system; therefore, the local county is the 

funding agent for its respective courts.  The State Court Administrative Office provides general 

management support and oversight to the various courts within the State. 

In 2003, the 20th Circuit Court embarked on an aggressive strategic planning process.  

After several years of successful implementation of the strategic plan and the training of 

approximately thirty-five (35) staff in the Institute for Court Management’s Court Management 

Program, it was noted that in the face of the Courts’ aging workforce, there was no transition 

plan to prepare staff and preserve the extensive institutional knowledge, skills and abilities of 

employees eligible for retirement, many of whom hold leadership positions.  A succession plan 

initiative - Building Bench Strength (to depict a sense of team and common ground) - was the 

next, logical step to secure continued, effective and efficient management of the Courts.   

The Circuit and Probate Courts’ Leadership Team members explored with other courts 

whether they had done anything to prepare their courts for the “aging out” of the “baby boomers”  

working within their courts.  It was quickly discovered that although several administrators 

acknowledged a plethora of “baby boomers” working within their courts, few of the courts in the 

State had a strategic plan and none had completed a succession plan.  Thus, there was no model 

for the Courts to follow or consider. 

Further investigation on a national level revealed the private sector is more likely to have 

conducted a strategic planning process in which, on occasion, a succession plan was also 

conducted.  Fewer public sector organizations have completed such a process.  In fact, very little 

– if anything – has been written on strategic planning and succession planning within the courts.  
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Perhaps it is because the process takes time and diligent management or leadership to make such 

a process salient and valuable to justify the commitment of time and talent. 

In 2009, three Circuit Court Leadership Team members enrolled in the Institute for Court 

Management’s Court Executive Development Program (CEDP) through the National Center for 

State Courts.  The purpose was to further educate Team members about the management of the 

courts, in general, but also, to use the research component of the course as an opportunity to 

develop a succession planning model for the Courts.  

As the Team explored the research in this area for their respective CEDP projects, it was 

determined to use the three phases to the process identified in the National Association for Court 

Management’s 2008 Mini Guide on Succession Planning:   1) Discovery: Organizational 

Readiness, 2) Design:  Workforce Analysis, and 3) Development:  Assessing Staff Competencies 

and Identifying High Performers (modified). Since each step required significant research and 

development, it was determined the three Leadership Team members would divide this process 

among them.   

This report is a significant part of the succession planning process, as the workforce 

analysis of current employee demographics, talent and experience relating to key positions and 

the needs of the Court are defined.  It strives to answer the following critical questions:   

1)  What are the current workforce demographics or profile of the Courts? 

2)  Are the educational and experience minimums of staff being met currently? 

3)  What are the Courts’ key positions, and the knowledge, skills abilities (KSA)  

      and function requirements for each position? 

4)  Which key positions are eligible for retirement within the next five (5) years?   
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5) What recommendations would assist the Courts in preparing current talent and/or 

soliciting new talent to maintain the efficiency and effectiveness of the Courts? 

Through the analysis of archived data, exit data, a focus group and a survey, this report 

identified important areas of concern regarding the potential vacancies through retirement of the 

“baby boomers” in the Courts.  It further detailed the potential impact of these staff departures in 

that several of the positions scheduled for possible transition are the top or second tier in 

administration within every division of the Courts.  Thus, the need for a succession plan to 

preserve the institutional knowledge and prepare a well-qualified talent pool was paramount.  

Noted was the need for a retention plan due to the concern for the higher rate of turnover of those 

who are younger, credentialed and had worked in an entry level position for three or more years.  

Also noted was the Courts’ staff was well educated, and the identified key positions appeared to 

have covered the continuum of services necessary for the Courts to uphold their Mission 

Statement – To administer justice and restore wholeness in a manner that inspires public trust. 

The benefit of succession planning, of which this workforce analysis report is part, 

extends beyond the 20th Judicial Circuit and Ottawa County Probate Courts.  The model – 

discovery, design and development – as articulated through the Courts’ CEDP project, identified 

the value to all courts and provided a well-define model for other courts to utilize. 
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Building Bench Strength: Analyzing the 20th Circuit and  

Ottawa County Probate Courts’ Workforce 

INTRODUCTION 

“The crisis of retiring ‘baby boomers’ will hit government first because public sector 

workers are, on average, older than private sector workers.  Plus, most public servants can retire 

earlier than their private sector colleagues.  It is anticipated that over one million baby boomer 

human service workers will be eligible for retirement.  But the workforce challenge is not simply 

about the overall worker shortage.  Many of the baby boomer retirees will be the public sector’s 

most experienced and talented leaders.  As these people leave the workforce, agencies will need 

to retain and transfer their knowledge.  To succeed, public sector agencies must build their 

leadership pipelines now.” (CPS Human Resource Services, 2006)  

These words echo the concern of the 20th Circuit and Ottawa County Probate Courts.  

Such concern has spawned the Court into developing a Succession Plan as an outgrowth of the 

ambitious strategic planning process that began in 2003.  To understand the Courts involved in 

this endeavor, it is first necessary to create a context of the court system in Michigan and the 

local jurisdiction. 

Michigan’s Courts 

Michigan’s Circuit Courts are general jurisdictional courts. They have respective 

independence from their neighboring trial courts.  Attempts to equalize court funding through a 

plan for the state to assume costs of court operations during the 1970’s and 1980’s fell short due 

to the state’s financial inability to complete implementation.  This has resulted in a mixture of 

funding for the courts, with most being locally funded while a few (in Detroit) are state funded.   
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Article VI of the Michigan Constitution of 1963 establishes the state court administrative 

office and gives the Supreme Court “superintending control” over all Michigan courts.  Such 

control is promulgated through court rules that offer direction on procedural matters and 

administrative orders which address specific issues such as educational requirements for court 

staff, caseflow management.   

The judicial branch of government in Michigan reflects a multi-tiered system of justice 

beginning with the Supreme Court/State Court Administrative Office (7 justices) deemed as the 

“Court of Last Resort” and the Court of Appeals (4 districts, 28 judges) identified as the 

“Intermediate Appellate Court”.  The next tier is referenced as “Courts of General Jurisdiction; it 

includes the Court of Claims (30th Circuit Court) and the Circuit Court (57 courts, 221 judges), 

which includes the Family Division.  The “Courts of Limited Jurisdiction” is the final tier and 

includes District Court (107 districts, 258 judges), Probate Court (78 districts, 103 judges) and 

Municipal Court (4 districts, 4 judges). 

Overview of Ottawa County 

Ottawa County is located in the southwestern section of Michigan’s Lower Peninsula. Its 

western boundary is formed by Lake Michigan and its eastern boundary is approximately 30 

miles inland. Ottawa County is 174 miles west of Detroit, 150 miles or approximately three 

hours northeast of Chicago. 

It is comprised of 17 townships, six cities and one village, with an area of 565 square 

miles. Thirty-eight (38%) percent of the County’s land mass is farmland. It reflects a blend of 

rural and metropolitan landscapes.   

The County has a population of 260,364 inhabitants and is the 8th most populous county 

in the state. Ottawa County was originally settled by Dutch immigrants and today, forty-five 
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percent (45%) of the population claim Dutch ancestry. Persons of German ancestry are the next 

largest group, comprising twenty-six percent (26%)  of the population. The County also boasts a 

substantial population of persons of Mexican-American descent which is estimated to be 

approximately fourteen percent (14%).  

Ottawa County’s median household income is $56,208 compared to Michigan’s average 

of $46,606.  Home ownership also significantly exceeds Michigan’s average.   

In the last ten years Ottawa County has experienced the third fastest population growth of 

the 83 counties in Michigan. This rate has slowed, significantly, since the economic downturn 

experienced, nationally, but continues to experience a slow rate of growth.  

The County has a diverse economic base ranging from medical research and 

manufacturing to agriculture.  The County leads all other Michigan counties in the production of 

turkeys, ornamental nursery crops, blueberries and perennials. The County has a state equalized 

value of over $11 billion. 

Ottawa County’s convenient location and never-too-warm summer climate have made it 

a mecca for sportsmen and vacationers. In addition to Lake Michigan’s beautiful sandy beaches, 

there are 307 miles of rivers and streams, two state parks, and over 5,000 acres of county parks 

and open space lands for visitors to enjoy.  Each year the area welcomes millions of visitors to its 

vacation playground. People come from all over the world to the Tulip Time Festival each spring 

in Holland. It is the third largest such festival in the United States. In Grand Haven, the Coast 

Guard Festival is attended by hundreds of thousands of people each year (www.miottawa.org). 
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A diversified economic base and a conservative fiscal approach have allowed Ottawa 

County to sustain the current harsh economic conditions within the State without massive lay-

offs or cutbacks to date.  Nevertheless, its management recognizes the worst may be yet to come. 

The 20th Circuit and Ottawa County Probate Courts 

The 20th Circuit and Ottawa County Probate Courts take pride in effectively managing 

the Courts through proactive leadership, committed staff and supportive judges.  The Circuit and  

Ottawa County Probate Courts employ approximately 159.5 staff within the Trial and Family 

Divisions which includes several partnership contract employees.   

The Trial Division handles matters of appeals, civil, criminal and domestic relations 

without children.  The Family Division includes the Friend of the Court (FOC) office and 

Juvenile Services – formerly called Juvenile Court.  The FOC office handles domestic relations 

with children, mostly Title IV-D otherwise known as child support enforcement matters.  

Juvenile Services handles neglect/abuse and delinquency matters and is the largest unit of the 

Circuit Court.  It also has management oversight of a 40 bed, 24/7 Juvenile Detention Center 

hosting two residential treatment programs, a determinate sentence treatment group, a year 

around school and general detention beds. It has the distinction of being the only American 

Correctional Association accredited detention facility in the State.  In addition, Juvenile Services 

offers a continuum of intervention programs through its treatment and casework services units.   

Strategic Planning:  The Blueprint of the Courts 

In 2003, the 20th Circuit and Ottawa County Probate Courts embarked on a rigorous and 

comprehensive strategic planning process.  Five strategic issue teams were established to 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   15

implement the Strategic Plan:  1) Resources, 2) Access to Courts, 3) Efficient/Effective Services 

and Operations, 4) Positive External Relations, and 5) Employee Opportunities and Satisfaction.  

Each strategic issue team was co-chaired by two members from administration, and the 

respective teams included members from almost every job classification within the Courts from 

direct line workers to supervisory or administrative. 

The Strategic Plan was successfully implemented through a variety of identified priority 

projects and has been updated twice since its inception; currently, a third update is being 

completed.  A notable outcome from this process has been the creation of a dynamic, responsive 

atmosphere throughout the Courts that includes everything from a focus on customer satisfaction 

to employee satisfaction.  As the National Association of Court Management’s core competency 

encourages, the Courts’ Strategic Plan has become institutionalized.   

The Courts’ Mission Statement provides a beacon of guidance for the Courts – “To 

administer justice and restore wholeness in a manner that inspires public trust”; the Strategic 

Plan has been and is the true blueprint by which the Courts function. (20th Circuit And Ottawa 

County Probate Courts’, 2009)  At this juncture of development, it is a logical “next step” to 

develop a Succession Plan, identified as “Building Bench Strength”, to preserve and improve the 

excellence in service and management the Courts have attained. Note: “Building Bench 

Strength” was chosen as it does not refer to the judicial bench, but rather, refers to a focused 

attention toward building strength within the Courts’ team. 

As with other governmental entities, the 20th Circuit and Ottawa County Probate Courts 

must compete for citizen support, limited resources and a talented pool of future employees.  

When leadership or long term staff leave, the intellectual property and historical knowledge often 
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go with them.  This leaves the Courts vulnerable to inefficiencies, poor quality control and 

potential chaos that does not “inspire public trust”.   

Currently, the 20th Circuit and Ottawa County Probate Courts are staffed with “baby 

boomer”, veteran staff at all levels of the organization, many who are or will be eligible for 

retirement in the near future – one to five years.  The Courts cannot assume there will be well-

trained professionals to take the place of these people in the organization; such an assumption 

creates a careless regard for all involved.  Through the development of a Succession Plan, the 

Courts will build leadership and talent to ensure continuity and seamless transitions within the 

Courts.  

Workforce Analysis:  Vital Information for the Succession Planning Process 

A Succession Plan is often defined as making certain the right people with the right skills 

are in the right place at the right time.  It requires senior leadership involvement that includes the 

judges; accountability to grow leaders; employee commitment to their personal and professional 

development; workforce data and analysis; identification of a current supply of qualified staff, 

anticipated need, continuity and gap identification; identification of required competencies; clear 

goals; a selection and development process; varied job experiences; partnership with the Ottawa 

County Human Resource Department; a plan for future needs and diversity; connection to the 

Strategic Plan; and identification /preparation of a talent pool over time. This report does not 

cover all the aforementioned components.  However, it does examine a significant portion of the 

Courts’ succession planning process – the workforce analysis.   

This report provides the Courts’ with a workforce analysis to answer the following 

research questions: 
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1) What are the current workforce demographics or profile of the 20th Circuit and Ottawa 

County Probate Courts? 

2) Are the educational and experience minimums of staff adequate for current positions? 

3) What are the Courts’ key positions, and what are the knowledge, skills abilities (KSA) 

and function requirements for each position? 

4) Which key positions are potential for retirement within the next five (5) years?   

5) What recommendations would assist the Courts in the preparation of current talent 

and/or the solicitation of new talent to maintain the efficiency and effectiveness of the 

Courts? 

In order to answer these questions, data was gathered from the Ottawa County Human 

Resources Department, staff, administration and judges.  It was also gathered from private and 

public sector research. 

Through recommendations based on workforce analysis, this report provides the Courts’  

leadership with a workforce analysis that offers the Courts vital information on current 

workforce demographics, future needs and foundational data for the development of the 

implementation or design phase of its Succession Plan.  As stated previously, such a Plan 

protects the Courts’ vulnerability from lack of preparedness.  It also enhances the Courts’ 

consistency and transparency through the engagement of staff at all levels.  

20th Judicial Circuit and Ottawa County Probate Courts’ Organizational Design 

The following organizational charts reflect the two Courts represented in this workforce 

analysis.  It is important to note the two organizations are vastly different in size of staff and 

function.  Nevertheless, both courts share in the same process of strategic planning and 

participate in the Building Bench Strength succession planning process.  In addition, the Ottawa 
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County Probate Court is housed in the same facility with the Circuit Court’s Juvenile Services 

Division; share one judge; and, in addition, the Probate Court falls under the supervision of the 

Circuit Court Administrator position.  Thus, working together on this initiative and including 

both Courts in the workforce analysis made sense. 

As one reviews the organizational charts, it is apparent the Juvenile Services division 

represents the largest portion of the 20th Judicial Circuit Court’s organization and includes 

extensive programming for youth and families including a 24 hr./7 days per week detention 

facility.  The number of employees in this division is approximately seventy (70).   

The Friend of the Court is the second largest part of the Court with approximately 35 

staff reflecting a budget that is approximately one-third the size of Juvenile Services.  However, 

the caseload of the FOC is significantly higher due to the nature of the FOC office’s function – 

domestic relations cases.   

The Trial Division represents approximately 15 staff and the Ottawa County Probate 

Court has approximately five (5) full-time staff.  Both the Trial Division of the Circuit Court and 

the Probate Court perform significant functions for the benefit of Ottawa County residents. (See 

Fig. 1 and Fig. 2) 
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Figure 1.  The organizational chart illustrates the 20th Judicial Circuit Court’s positions and 
complexity.  
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Figure 2.  The organizational chart illustrates the positions within the Ottawa County Probate 
Court.  
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LITERATURE REVIEW 

Succession planning is critical to the effective management of the courts.  In The Strategy 

of Succession Planning, an article written by M. Dana Baldwin, the author states, “When 

Business Week magazine features an article questioning why Herb Kelleher, CEO of the very 

successful Southwest Airlines, has not designated and groomed a successor, it exposes a 

weakness in many companies’ strategic thinking.” (Baldwin, n.d.)  This is echoed throughout the 

literature on succession planning as it is considered to be essential within management in the 

private sector and is often performed in formal and informal ways.  This assertion also applies to 

the courts, which is why the 20th Judicial Circuit and Probate Courts in Ottawa County have 

chosen to take their strategic planning to the next level in developing a succession planning 

model using the workforce analysis as foundational to the process.   

In a cover story written by A.V. Vedpuriswar in the Effective Executive, the author 

posits, “succession planning is probably the most important Human Resources risk.” 

(Vedpuriswar, 2001)  The author further suggests lack of succession planning has been the 

driving force behind some companies filing for bankruptcy and cites Westinghouse as a prime 

example of this.  On the contrary, Coke has been cited as having the “smoothest transition in a 

Fortune 500 company” because the CEO, Roberto Goizueta, made it clear who his successor 

would be prior to his death (Vedpuriswar).  These are lessons learned by the private sector but 

certainly, there is something significantly applicable to any organization – private or public 

sector.   

Much has been written on the need and practice of succession planning in the private 

sector, but little has been written about such practices in the public sector, especially court-

specific succession planning.  However, it is critical the courts take heed as it is projected, as the 
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“baby boomers” retire, all organizations – including the courts – will be potentially challenged to 

find qualified employees. 

In 2001, the Aberdeen Group (2006), notes 74% of companies are investing in a 

formalized succession planning process and even at this high rate, they are challenged to find 

top-level talent.  Based on the comparative amount of literature written, one can surmise the  

public sector is lagging far behind the private sector is such practices.  In January 2004, the 

Corporate Leadership Council noted the need for succession planning within government is great 

due to the “Baby Boomer” generation retiring, but there are significant and unique hurdles 

government organizations need to surpass.  Not only are governmental organizations unsure 

about how to approach the succession planning process but also, they experience unique 

challenges due to political appointments, merit pay systems, special interest legislation, etc (U.S. 

Department of Justice, 2007).  Of equal concern, however, is the difficult task of governmental 

organizations attracting quality leadership and employees when both the private and public 

sectors are seeking to attract high quality employees at the same time due to the departure of the 

Baby Boomers from both sectors.  A workforce planning article reflecting the North Carolina 

state government sounds the alarm stating they are already experiencing significant challenges 

attracting and retaining a workforce to meet their needs (North Carolina Office Of State 

Personnel, n.d.).  Succession planning assists jurisdictions in anticipating and addressing these 

needs.   

Other benefits of succession planning include improved hiring practices, reduced loss of 

intellectual property, promotion of career progress and job satisfaction, continuity of leadership, 

career progress and job satisfaction promotion, growth and development of existing staff, 

improved recruitment approaches and reducing the overall impact of staff turnover (Conner, 
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2002).  Thus, succession planning is a necessary practice, whether in business or the public 

sector, to preserve the service continuity, integrity and efficiency of an organization or business. 

Workforce analysis is an integral step to the succession planning process.  More 

specifically, if a court doesn’t know what human resources it currently has, how can it know and 

plan for what it will need in the future?  In the National Association of Court Management’s 

Succession Planning Mini-Guide, workforce analysis is defined as a dual process – “examining 

the composition of the current workforce and projecting the future needs for both people and 

skills”(Duggan et al. 2008).  CPS Human Resource Services, among many others, articulates the 

process as conducting a supply/demand analysis and a gap analysis (CPS Human Resources 

Services, 2007).  The demand analysis identifies a required staffing level, a projected internal 

supply and a projected workforce gap.  Wagenknecht-Ivey and Lawrence in Succession 

Planning:  Preparing Your Court for the Future, assert assessing the existing workforce and 

projecting for future needs as the  “essential program components and steps to developing 

succession planning” (Wagenknecht-Ivey & Lawrence, 2006).  Regardless of its definition, it is 

clear that workforce analysis allows a court to develop a profile of its workforce from several 

different perspectives in order to identify its current human resource talent; how to nurture, 

develop and manage that talent; and identify future needs of the court.   

A workforce analysis may consider a variety of variables – anticipated growth, workload, 

policy changes, legislative or regulatory changes, retirements, resignations, transfers,  

terminations, demotions, attrition rates, and perhaps the many reasons why employees have left 

employment with the court as suggested by Human Resource Services (CPS Human Resources 

Services).  It may also include information about job qualifications, staff education, special staff 

skills and gender in order for management to truly create an accurate profile of their current 
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workforce. In fact, an article from the state of Wisconsin notes when analyzing the existing 

workforce demographics, it is important to examine specific categories such as gender, ethnicity, 

classifications, number of people performing each job and location (State Of Wisconsin, 2002). 

This offers a more robust understanding of the current employment profile.   

John Keel of the State Auditor’s Office in the state of Texas suggests, once the workforce 

analysis is complete, it may also go another step further by involving the development of 

strategies or an action plan to address current or future gaps and surpluses (Keel, 2006).
  

 The 

development of an action plan that includes strategies to address the workforce planning needs of 

the court is well-advised.  It can contain not only the issues identified in the workforce analysis, 

but also, methods of responding to the organizational needs such as recruitment, retention and 

training programs for existing staff.  

Presenters Sanchez and Lopez encourage that when examining competencies, things to 

consider may also include time constraints, available resources, employee capabilities, high 

priority competencies, and workplace/workforce dynamics (Lopez & Sanchez, 2008).  Such 

considerations offer a realistic approach to workforce development and planning.   

Workforce analysis is a critical stage of the succession plan.  An action plan takes the 

process to the next logical step.  However, once the analysis has been done, it is important to 

evaluate the action plan on an ongoing basis.  Thus, it is essential that the action plan is 

articulated in measurable goals.  In addition, an evaluation may include more of a focus on 

leadership such as leader retention, leadership readiness, retention and recruitment (U.S. 

Department of Justice).  Without effective leadership in the court, the best talented staff will 

stumble. 
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There are many ways to approach an action plan and an evaluation, but the important 

thing is to make certain such an evaluation is included in the overall succession plan.  This will 

assist the court in maintaining the focus on constant workforce planning, making certain the 

talent within is being well managed and meeting the needs of the court.  

One of the best resources on succession planning is William J. Rothwell’, Effective 

Succession Planning: Ensuring Leadership Continuity and Building Talent from Within. In this 

book, the author offers resources on every aspect of the process including the building of an 

action plan.  He also presents justification for an organized approach starting with defining 

succession and planning management and ending with a prescription for evaluation of the 

process (Rothwell & William, 2005).  For anyone who is venturing into this process, this book is 

invaluable. Such an approach is also reflected in the Health and Human Services’ Building 

Successful Organizations:  Workforce Planning in HHS (Office Of Human Resources & 

Assistant Secretary For Management And Budget, 1999).  This Guide illustrates the importance 

of understanding that effective workforce planning takes time and may meet some resistance by 

existing staff.  Some staff may view this process as an “heir apparent” process if it lacks  

transparency and inclusiveness; surely, this resistance has the potential to kill a well-intended 

succession plan if not effectively managed.  Workforce planning within succession planning also 

crosses boundaries as it is an inclusive process involving management, fiscal department(s), 

budgets, strategic planning, human resource departments and staff.  This is a critical and 

sensitive planning process within a court or any organization.  Thus, courts must be deliberate in 

their approach; they cannot afford many missteps along the way as organizations have long 

memories which can be debilitating for decades to come. 
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METHODS 

In order to conduct the workforce analysis and intimately understand the current 

employee talent pool, the following methods were utilized:  1) employee archived data analysis, 

2) exit interview data analysis, 3) focus group to identify key positions within the courts,  

4) survey of the judges and supervisory staff for their perceptions, opinions and ideas. 

Archived Data 

Typically, data archives consist of older data that is still important and necessary for 

future reference, as well as data that must be retained for regulatory compliance. Data archives 

protect older information that may not be needed for everyday operations but may occasionally 

be needed to be accessed for special projects such as a workforce analysis, wage and 

classification studies and legal disputes. 

Since the courts are not unified in the state of Michigan and the local county is the 

funding agent for the courts, archived data was obtained from the Ottawa County Human 

Resource Department for analysis.  Data requested and obtained included the following 

variables:  employee name, gender, age, hire date, job classification, date of birth, educational 

level, gender, race, position held, employment status, e.g. full or part-time, number of years of 

experience at the Courts/County, employee’s primary work location and exit information. With 

the exception of exit information, the aggregate data were placed on an excel spreadsheet with 

columns that reflected each variable.  Employee names were coded by numbers and removed 

from the data sheets to preserve confidentiality of the employees. The data were separated by 

respective Court divisions and Courts in order to better analyze trends, gaps and needs. The 

judges were not included in this information due to being elected officials. (See Appendix A)  
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Using the archived data, another spreadsheet was developed that reflected staff who are 

currently eligible to retire and those who are eligible, based on the County’s retirement 

requirements, within the next five (5) years (See Appendix B).  This information was important  

in order to prioritize training and preparation for vacant key positions within the Courts. 

Exit interview data were obtained to determine reasons for leaving employment and a 

retention rate. These variables were critical to the workforce analysis to identify the following:  

1) Whether the Courts are a valued place to work, 2) Whether the Courts need to improve in their 

function or a specific aspect of their function in order for them to be a preferred place to work, 3)  

Whether the Courts needed to be concerned about the retention rate because hiring and training 

of new staff is costly, and 4) Whether the Courts could do anything to prevent attrition. 

Focus Group 

A focus group is a qualitative research method in which a group of people are asked 

about their perceptions, opinions, beliefs and/or attitudes relating to a specific subject.   Focus 

groups have a high apparent validity and the results are believable. Also, they are cost-effective 

because one can get results relatively quickly, and they can increase the sample size of a report 

by talking with several people at once.  

There are several variants to focus groups – two-way, dual moderator, dueling moderator, 

respondent moderator, client participant, mini focus and teleconferencing – to name a few.  The 

type of focus group used in collecting key position data was a mini focus group because it 

involved an N=6. 

The focus group for this report was conducted with the 20th Judicial Circuit and Ottawa 

County Probate Courts’ Leadership Team; the purpose was to identify key positions within the 
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organizations.  This Leadership Team includes the Director of the Circuit Court Administrator, 

Circuit Court Trial Division Director, the Friend of the Court – otherwise noted as the Director 

of that office, the Juvenile Services Division Director (author of this report) and the Ottawa 

Count Probate Register – otherwise noted as the Director of the Probate Court. 

A key position was defined as a position critical to Court functions on a daily basis and/or 

is statutorily mandated.  The term does not suggest other positions within the Courts are not 

“key” but, their absence may not critically impair Court efficiency/effectiveness. 

Twenty-seven (27) positions were identified as identified in Table 1.  

Table 1:  This table identifies the selected key positions. This analysis allowed for the 
identification of potential vacancies of key importance to the day-to-day operations of the 
Courts.  Judicial and management opinions of these key positions were sought through the 
collection of data using a survey. 

 
Circuit Court Administrator Asst. Supt. Of Juvenile Detention 
Circuit Court Reporter  Shift Supervisor  
Circuit Court Clerk- ADR Clerk Supt. Of Juvenile Detention 
Felony Collections Clerk Treatment Services Manager 
Trial Court Director   Treatment Specialist    
Deputy Probate Register Director Of Juvenile Services 
Probate Register Asst. Director Of Juvenile Services 
Assistant Friend Of The Court - Field Services Programs Supervisor/Foster Care Licensor 
Assistant Friend Of The Court - Operations Casework Services Manager 
Family Services Coordinator Juvenile Caseworker 
FOC Investigator Senior Caseworker     
Friend Of The Court Juvenile Register 
Parent Location Specialist  Reimbursement Specialist   
Administrative Aide (Detention)   

A review and update of the job description for each key position was completed, as 

needed.  The purpose was to make certain the knowledge, skills, abilities and functions sections 

accurately reflected the respective job description of each key position.  (See Appendix D) 
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Survey of Judges and Management Staff 

A survey of the judges and management staff was developed to gain further insight into 

perceptions, beliefs and ideas regarding succession planning, key positions and the future 

planning for the courts.  This instrument was pre-tested with a group of supervisors within 

Juvenile Services who identified some needed language clarifications; the survey instrument 

was modified, as appropriate, based on aired concerns.   

Judges and management staff were chosen as the target population for this survey 

because they were the only staff members who would be able to adequately answer the 

questions based on knowledge.  It was believed frontline staff would not have the knowledge 

to adequately provide them the ability to complete the survey.  In addition, many of the key 

positions involve management positions and therefore, management’s perceptions were 

critical.   

Due to a desire to launch the Building Bench Strength succession plan initiative at the 

Courts’ All Staff meeting in January 2011 and a need to have the project design completed by 

that date, the survey was disseminated in October, 2010 to allow for the analysis to be 

complete and incorporated into the final design.  Survey respondents were given two weeks to 

respond. 

Three segments of the Building Bench Strength project – the discovery phase, the 

design phase and the development phase – were combined into one survey in order to prevent 

“survey fatigue” by those who were being requested to complete the survey. Comments for 

each question were encouraged in order to allow for further clarification of responses and add 

insight into the analysis.   

The number of survey questions totaled thirty-four (N=34) with eleven (N=11) 
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representing the design or workforce analysis aspect of the overall succession plan. Although 

the survey offered significant information about the various phases of succession planning, the 

survey questions pertaining to the workforce analysis focused on the identified key positions.  

Twenty (N=20) respondent positions within the courts were asked to complete the survey.  

Their positions within the Courts were as follows in Table 2: 

Table 2: Lists the judicial and supervisory positions within the Courts; individuals who are 
currently in these positions were asked to complete the survey.  
Director Of Juvenile Services Juvenile Register 
Trial Court Director   Supt. Of Juvenile Detention 
Circuit Court Administrator Asst. Supt. Of Juvenile Detention 
Chief Probate Judge Probate Register 
Circuit Court Judge Friend Of The Court 
Circuit Court Judge Assistant Friend Of The Court - Field Services 
Chief Circuit Court Judge Assistant Friend Of The Court - Operations 
Circuit Court Judge Chief Deputy Probate Register  
Asst. Director Of Juvenile Services Programs Supervisor/Foster Care Licensor 
Treatment Services Manager Casework Services Manager 

The survey was electronically completed utilizing Survey Monkey. (See Attachment C)  

Data was electronically collected in order to protect respondent identity.  The return rate was 

100%.  A number of comments were listed, collectively, under each survey question response by 

a third party but were removed for purposes of this report. If interested, the reader may solicit 

additional information about comments from the author.   
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FINDINGS 
Archived Data Findings 

Analysis of the archived data revealed an interesting profile of the Courts.  It is important 

to note, in an effort to be fiscally prudent, several positions within the Courts are vacant.  In 

addition, the Courts employ several people on contract which are not reflected in any of this data.  

The data reflected 123 employees and were analyzed as follows:  1) Position titles and 

number, 2) Gender,  3) Education 4) Experience and 5) Key Positions – Potential Vacancies.  

1.  Position Breakdown  

Table 3: Titles and Number of Positions - Identifies the number of positions within the 
Courts and the number of staff in each position. N= 47 different positions within the Courts.  
 

Trial Division Detention 
Circuit Court Administrator 1 Administrative Aide (Detention) 1 
Circuit Court Clerk 4 Asst. Supt. Of Juvenile Detention 1 
Circuit Court Reporter 2 Group Leader (Detention) 2 
Circuit Court Clerk- ADR Clerk 1 Shift Supervisor 4 
Drug Treatment Court Coordinator 1 Supt. Of Juvenile Detention 1 
Felony Collections Clerk 1 Training Coordinator (Detention) 1 
Law Clerk/Bailiff 1 Youth Specialist 20 
Senior Law Clerk/Bailiff 1 Treatment Services  
Trial Court Director 1 Juvenile Community Justice Coord. 1 
Caseworker/Surveillance Officer ADTC 1 Group Leader (Treatment) 4 

Probate  Judicial Clerk I – Treatment Services 1 
Chief Deputy Probate Register 1 Treatment Services Manager 1 
Judicial Clerk - Probate 2 Treatment Specialist 6 
Deputy Probate Register 1 Juvenile Services  
Probate Register 1 Director Of Juvenile Services 1 

FOC  Asst. Director Of Juvenile Services 1 
Assistant FOC - Field Services 1 Programs Supervisor 1 
Assistant FOC - Operations 1 Casework Services  
Data Processing Specialist (FOC) 5 Casework Services Manager 1 
Family Services Coordinator 3 Caseworker/Surveillance Officer 2 
Accountants 3 Juvenile Caseworker 10 
FOC Investigator 11 Senior Caseworker 2 
Third Party Liability Specialist 1 Juvenile Register  
Friend Of The Court 1 Judicial Clerk II 2 
Judicial Clerk I - FOC 4 Judicial Clerk I 1 
Judicial Clerk II - FOC 3 Juvenile Register 1 
Parent Location Specialist 1 Reimbursement Specialist 1 
Referee 3 Assistant Juvenile Register 1 
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Based on the archived data of all employees representing all positions within the Courts, 

25.4% will be eligible for retirement within the next five years. 

Gender  

The Courts employ 64% females (N= 75) and 36% males (N=42).   
 
Figure 3:  Gender Breakdown - Identifies the breakdown of the Courts’ employees (N=117) by 
gender. The graph does not represent contract employees, judges or vacant positions. 
 

 

It is interesting to note the higher percentage of females working for the Courts.  When 

exploring this further, perhaps it is helpful to ask why mo re women than men are employed at 

the courts?  Is it due to lower pay and the influence of social mores? Is it due to the fact that the 

majority of staff work with children and family issues which traditionally has attracted the 

female gender more than males?  Has this shift influenced how the courts operate?  Is it 

necessary to “even-out” the gender disparity within the courts?  Although there may be value in 

pursuing these questions, it is impossible to obtain the answers given the allotted time for this 
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project.  As a result, it was determined that perhaps the more important issue was to determine if 

a too low pay rate was an issue.  In order to address this concern, the following questions were 

asked: 1) How often is a wage and classification study performed; 2) If a wage study was 

completed on a regular cycle, did it compare the courts’ positions to similar positions in like 

courts within other counties; and 3) Are court employees being paid adequately to attract and/or 

retain highly qualified employees? 

Information from the Ottawa County Human Services Department indicated a wage study 

is conducted on a three year cycle and if necessary, wage adjustments are made upon the request 

of department heads.  In addition, the wage study includes a wage comparison with five to ten 

counties within the State who are deemed similar to Ottawa County based on pre-determined 

variables, e.g. population, industry, location. 

 
Education 

All employees’ educational credentials were examined and compiled. (See table 4) 

 
Table 4:  Educational Breakdown/Percentage of All Employees -This chart reflects the collective 
employee levels of education. 

   
High School 26 22.2% 
Associates 8 6.8% 
Bachelors 55 47.0% 
Masters 21 17.9% 
JD 7 6.0% 

 

Several of the High School diploma and Associate Degree data were representative of 

long-term employees working in the Juvenile Detention Center or the Friend of the Court office 

who have been “grandfathered” or allowed to remain in their current position due to longevity or 

working in clerical positions. Also, due to the Detention Center being a large group of young 
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employees who are credentialed at a higher rate than required for their job, it was determined this 

group skews or influences the workforce data outcomes in various aspects. 

Educational data is critical to determine the educational levels of staff.  It assists in the   

effective planning for the compensation needs of employees going forward.  It also provides a 

baseline from which to compare with like positions in other like courts throughout the State in 

order to determine fair and competitive compensation.  Fair and competitive compensation  

assists the courts in retaining the status of a desired employer.   

 To further identify the breakdown of education within the respective divisions of the 

Courts, Figure 4 illustrates the data reflecting most Bachelors’ and Master’s Degrees held by 

Juvenile Services and the Friend of the Court.  This makes sense since these are the two largest 

divisions of the Courts. 

Figure 4:  Education Levels of All Employees - This graph depicts a summary of the levels of 
education of the Courts’ employees. 
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When the Detention Center employees are removed from the data, the balance looks 

considerably different balancing out the number of employees with Bachelor’s Degrees within 

FOC and Juvenile Services but increasing the balance of employees with High School diplomas 

within FOC. (See Fig. 5)  This data may be interesting but not necessarily significant except 

when contrasted against the job requirements. (See Fig. 6) 

 
Figure 5:  Education Levels of All Employees Minus Detention Center/Court Employees – 
Depicts the number of Court employees who have attained various levels of education without 
the influence of the Detention Center employees included. Detention Center/Court employees 
represent a large segment of Bachelor Degree level Court employees; although the significance 
is not great, it does illustrate the significant number of employees working in the Detention 
Center who are more than adequately credentialed for the job based on the job descriptions of the 
positions within that segment of the Courts.  

 

 
 

Analyzing the data through a different lens is important in that it allows one to identify 

trends more accurately in specific areas of the Courts whereas the aggregate data would not.  
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This is illustrated more dramatically when potential retirements are discussed further within the 

body of this paper. 

Perhaps education is some of the more important data to collect because it allows one to 

compare and contrast the data against the actual requirements of the various positions within the 

courts.  As illustrated in Figure 6, the data were compared and contrasted against the overall 

educational requirements all the positions within the courts. 

Figure 6:  Contrasting Position Education Requirements To Actual Educational Levels of Staff - 
Depicts the collective number of positions requiring a certain level of education against the 
number of employees who hold a specific degree.  Note the explanation for the discrepancy for 
Associates Degrees; the data is misleading in this category. 

 

 

As one can visually see in this illustration, the Courts’ employees have actually exceeded 

the educational requirements of the positions in which they are performing their duties with the 

exception of one area – Associates Degrees.  This exception can be easily explained.  There are 

few positions that actually require an Associate’s Degree within the Courts; at the time when 

some employees were hired into the positions reflected in the graph, the Associate’s Degree was 
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not a requirement.  As noted above, these employees were “grandfathered” in their positions 

when the requirements changed due to their longevity with the courts.   Another factor identified 

was an employee’s position within the Courts may have required an Associate’s Degree 

represented in this table, but the employee actually has a Bachelor’s Degree and thus, is over-

credentialed for the position.  Interestingly, the data between grandfathered positions and those 

who were over-credentialed in this category were almost an even 50 – 50 split.  Data were 

included to reflect those few positions that do require an Associates degree even though the data 

appears skewed and perhaps, negative. 

Experience 

Employee experience is critical when trying to identify potential position vacancies 

through retirement within the next five years. It also may speak to the issue of employee 

readiness for growth.  

Data on experience were collected based on years of service with the Courts and/or the 

County as these data assist in developing a formula for potential retirements.  This data was 

expressed various ways including the collective staff (See table 5) and by the respective Court 

division in which the employee is currently assigned. (See Fig. 7)  These data offer management 

an opportunity to focus resources in a particular division based on potential vacancies, as 

necessary. 

 
Table 5:  Years of Employee Experience by Categories - The chart identifies the number and 
percentage of Court employees and their years of experience. 

 
Experience (All)   
0-9 years 61 52.1% 
10-19 years 35 29.9% 
20-29 years 15 12.8% 
30+ years 6 5.1% 
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Figure 7:  Experience - All Employees - The number of employees who fall in one of four 
categories of years of experience is reflected above.  This assists Court administration in better 
understanding the profile of the Courts’ talent pool. 
 

 

Employees may have experience outside the Courts with other employers who have  

reciprocal agreements with the County’s retirement system that contributes to retirement 

eligibility.  Neither Human Resources nor the Courts capture this data on employees.  After 

considering several options on how to obtain this data from employees and recognizing it may or 

may not be accurate if based on a self-report, it was decided this data was unattainable within the 

given period of time.  Thus, the assumption was made that those who had at least ten (10) years 

experience and were 55 years of age within the next five years, would be eligible to retire from 

the Courts.  It is important to note, again, how the Courts’ landscape changes when removing the 

Detention Center employees from the data.  In the All Staff Experience graph above, it appears 

the Juvenile Services and the Friend of the Court have relatively inexperienced staff even though 

46% of these staff are vested with ten years or above experience and 22% have 20 or more years.  

(See Fig. 8)   
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Figure 8:  Experience Without Detention – This graph reflects the perspective of the organization 
without data being skewed because of the large number of younger employees/entry level 
positions within the Detention Center. 

 

 

Key Positions Data – Potential Vacancies Through Retirement 

When conducting a workforce analysis of the courts, it is important to first define and 

identify the key positions within the organization.  Using the archived data allows one to identify 

key positions that are potentially poised for vacancy within a set period of time, depending upon 

the courts’ ability to adequately train and prepare for those positions.  For purposes of this 

workforce analysis, the definition and identification of the key positions were completed through 

a focus group.   

In order to identify the workforce needs of the Courts, the key positions data were culled-

out of the archived data.  This allowed the researcher to focus on the positions of primary 

concern to the Courts in the event they were vacated within the next five years.   



B.B.S: ANALYZING THE COURTS’ WORKFORCE   40

The data were analyzed with an eye toward potential vacancy of key positions based on 

potential retirement.  The Courts’ retirement benefit allows employees with ten (10) years 

experience, which qualifies them to be vested in the benefit program, who are 55 years old to be 

eligible for retirement with a defined benefit unless the employee is a member of a bargaining 

unit in which the bargaining agreement stipulates otherwise.  Currently, there are no bargaining 

agreements in the Courts reflecting any other variables.   

 
Variables analyzed were key position, current age of the employee in that position, age of 

employee in current key position within the next five years and the number of years of 

experience.  These variables defined a formula which allowed the researcher to hypothesize that 

if an employee currently within a key position is at least 50 years of age and will have ten years 

experience in the Courts within the next five years, that employee would be eligible to retire.  

This hypothesis does not suggest the employee in a particular key position WILL retire; it merely 

suggests the possibility exists.  It also does not account for those who may vacate their key 

position due to illness and other circumstances.  These variables cannot be foreseen nor 

anticipated. 

Most employees will stay as long as possible in their employment, depending upon their 

personal goals or situation - especially if they attain 55 years old with 10 years experience and 

would like to add to their retirement pension.  However, due to being eligible, an employee may 

retire; thus, this variable must be examined.  In addition, it could be assumed those employees 

who are between 60 and 65 years old and eligible for Social Security, are probably more likely to 

retire than those who are 55 years old and eligible.  Thus, this is another assumption the 

researcher made in order to consider further prioritization of allocated of resources.   
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The following graph articulates the experience of staff in key position representing 55 

staff in key positions.  It is important to note that 67% of those in key positions have ten years of 

experience or more, making them eligible for retirement based on the one variable - experience.  

It also reflects a significant portion of those in key positions have extensive experience. 

Figure 9: Key Position Experience - Reflects the experience level of those in key positions, 
currently. 

 

 
 

Again, it is important to look at the organization as it relates to data reflecting Detention 

Center employees.  Reviewing the data with and without the Center’s employee pool allows the 

Courts to better understand the needs of the organization from a variety of perspectives 

especially, the remaining portion of Juvenile Services.  The removal of Detention Center staff 

from the data clearly shows a strong experience representation within all the areas of the Courts. 
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Figure 10:  Key Position Experience Without Detention - Detention Center employees represent 
a larger group of younger employees or employees who have less experienced within the Courts, 
the above graph allows the reader to view the organization from a different perspective in order 
to fully understand experience levels as they relate to potential vacancies. 
 

 

Again, two variables were used in the analysis of potential retirements in key positions:   

1) employees in key positions who have or will have at least ten years of service,  and 2) are or 

will be 55 years old within the next five years.  (See Appendix B)  Based on the data, it was 

determined of all those who meet the two eligibility requirement variables aforementioned, the 

following holds true: 

› 30 employees hold a key position, representing 26% of all staff positions 

›   9 (30%) key position employees are in administrative positions 

› 15 (50%) of those meeting the criteria are eligible to retire now 

›  21 (70%) key position employees will be eligible within five years. 

Further, of the 27 overall identified key positions, 12 (46%) are administrative positions.  

The data show approximately 58% of the employees in administrative key positions are or will 
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be eligible for retirement within the next five years. Those administrative employees eligible for 

retirement are in strong leadership positions such as the Circuit Court Administrator, division 

directors and assistant directors.  When examining the data further, of those administrative key 

positions identified, the data show the administrative key positions impacted are the top two 

positions and/or second level positions in every unit of the Courts!   

Another perspective may be to assume those employees who are or will be sixty (60) 

years old within the next five years are more likely to consider retirement at that age regardless 

of experience.  Based on this assumption, the data reveals an even more significant concern: 

› 64% of the 30 employees in key positions who are or will be eligible to retire within 

the next five years will be sixty (60) years old or older, emphasizing the likelihood of 

retirement.   

Exit Data 

Although the exit data is based on a report received from the Ottawa County Human 

Resources Department, the report suggests a significantly higher turnover rate of 16% for the 

past five years within the Detention Center than the remainder of the Courts’ organization, which 

reflects 6%.  Breakdown data reflecting these rates were not available within the allotted time. 

However, internally generated data from the past two years shows an even more severe 

retention picture; out of 29 full and part-time staff, 10 or 34% have left – three for health 

reasons; one reduced their position to a relief worker; two relocated for personal reasons; two 

moved to a better job; and two went back to school to work on their Master’s Degree.  In 

addition, internal data show 18 relief workers left a relief worker position, which is considered a 

“substitute worker” position.  The data show 13 left for a full time job; two went back to school; 

two didn’t like the work once they had some experience; and one was terminated due to 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   44

performance.  Although the relief worker data do not appear to be of great concern due to those 

individuals not being in a key position, they still consume enormous amounts of resources due to 

the training requirements for accreditation.   

Overall, with the exception of those who left due to chronic health reasons, the data show 

most full or part time employees have left for a better job in their field; an opportunity to obtain 

another credential to obtain another job; or a promotion or increased benefit of some type.  This 

may suggest those who are under the age of thirty-five (35); currently in an entry level position 

for three years or more; and have at least a Bachelor’s Degree may represent another area with 

which the Courts’ administration need to be concerned.   

In order to illustrate this potential concern, the number of employees meeting this criteria 

were graphed.  This graph assisted in the determination of the areas of the Courts that would, 

potentially, be most at risk for such a vacancy.  Based on the graph, it is evident the area of the 

Courts most effected is the Detention Center where most positions are entry level and appeal to a 

younger talent pool; this is consistent with the turnover rate data. 

Also, although entry level position vacancies may not be considered to be a threat as it 

relates to management of a talent pool for assuming key positions, retention of this talent is 

critical to the Courts.  Younger talent many not always reflect extensive experience but may 

represent a fresh, energetic approach to court management.  Further, the extensive training 

requirements of these employees is time-consuming and very costly.  Thus, it is important to 

retain these employees as they enhance the overall quality of service the Courts offer clients. 

 

 

 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   45

Figure 11:  Youth Flux (35 Years Old & <3 Years Experience - This graph clearly shows the two 
divisions of the Courts  - FOC and Detention – which may be potentially affected by younger 
employees who have been in an entry level position for three or more years 
 

 
 

It is important to note, due to accreditation requirements, the Detention Center staff are 

required to receive 120 hours of training within the first year of hire.  The Center has the highest 

turnover rate within the Courts.  Thus, this is an area in which the Courts need to be concerned 

and look at retention plans as an effective tool to retain quality staff.  

Focus Group 

The focus group discussed many options for the identification of key positions.  One 

discussion explored using only administrative positions as key positions.  Another discussion 

suggested one position of every job category within the Courts.  The Leadership Team decided to 

define positions – administrative or direct service – as a key position if a vacancy within the 

position would adversely interrupt the effective and efficient management of the Courts or was a 

statute-mandated position. 
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Significant discussion occurred around making certain the phrase “key position” was not 

offensive to anyone within the organization.  Identifying key positions was not intended to lack 

inclusivity; rather, it was a practical term used in the literature and defined in a fair and 

transparent manner. 

Building Bench Strength Judges and Management Survey  

Although the survey was interesting, it didn’t offer significant insight in critical areas. 

Perhaps it was because many respondents appeared to not have the knowledge to answer the 

questions being asked.  This may suggest either the respondents were not well enough informed 

about the operations of the Courts, as a whole, or perhaps a significant number of the 

respondents were the judges who do not typically get involved in the day-to-day operations of 

the Courts.  However, the survey did give the author some solid direction in the following areas: 

› No key positions should be privatized 

› Key positions’ job descriptions as currently written accurately reflect the position 

› List of identified key positions appears to be adequate and covers the essential areas 

of the Courts 

› Modification of the key positions’ job descriptions is doubtful over the next year 

› List of key positions is perceived to be consistent with the Courts’ Strategic Plan and 

Mission Statement 

› List of key positions matches the anticipated needs of the Courts 

› Key positions appear to represent a continuum of services and functions within the 

Courts; the majority (N=14) did not identify any gaps in services 

› General perception is that staff are prepared to move into key positions as needed 
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› Strong understanding that successors need to be identified and prepared for key 

position. 

› Succession planning and strategic planning initiatives must be evaluated in an 

ongoing manner to make certain it is successfully performing in all aspects of 

implementation.   

› Quality outcome data tracking is essential to the succession planning process because 

it allows everyone in the organization to witness the benefits of such an initiative.  It 

also provides the courts an opportunity to compare and contrast data bases with the 

funding agent for accuracy. 
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CONCLUSIONS AND RECOMMENDATIONS 

Workforce analysis is a challenging but necessary aspect to succession planning and the 

overall strategic planning process.  It assists the organization in gaining valuable information 

about its current workforce and also, assists in the identification of potential gaps and workforce 

issues.  As the literature suggests, some private sector organizations have conducted and 

successfully utilized succession planning – including the workforce analysis – to their advantage.  

However, the public sector has lagged behind, and to the detriment of most courts, neither 

strategic planning nor succession planning has been done.  This suggests the courts – the staple 

of our justice system - are not secure in future planning, which has the potential to adversely 

effect or touch everyone in our society.   

Although this process required enormous time and some of the information discovered 

was not as useful as other, the process was still one of great benefit to the 20th Judicial Circuit 

and Ottawa County Probate Courts.  As a result, the Courts’ administration gained an 

understanding of their current talent pool and potential vacancies through the employee profile 

that was completed.   

Some of the information learned and conclusions made were as follows: 

› CONCLUSION 1:  Within the next five years, the Courts will be faced with over a 

quarter (25%) of their staff eligible to retire. 

      RECOMMENDATION:  Implement the B.B.S. initiative, immediately. 

 Commentary:  Such attrition may provide opportunity for the younger staff but 

also may adversely impact the Courts if they are not prepared for the exodus of 

understanding of the organization on a macro level, knowledge and experience 

those employees represent. 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   49

› CONCLUSION 2: The majority of the Courts’ staff are female representing 64% of the 

employees. 

RECOMMENDATION:  The Courts may want to further explore the possible reasons 

and impact of the gender imbalance.   

 Commentary:  The Courts reflect the majority of the nation’s courts in its gender 

breakdown.  Whereas, at one time, the courts were dominated by male employees, the 

gender split is dominated by females at 64%.  Although this report does not cover 

gender breakdown on the judicial bench, anecdotally, it appears the judicial bench 

continues to be male dominated.  With the advent of technology,  scientific literature 

clearly notes that males and females think, act, smell, taste and perceive things 

differently.  It is naïve to think the courts are immune to this influence.  The courts 

“speak” through the written orders from a male-dominated bench, but females 

dominate the majority of court employees. As the genders may differ in their 

approach and perspectives about the application of justice, it would be interesting to 

examine how the courts have gradually changed - if at all - as the gender employee 

domination has changed.   

› CONCLUSION 3:  The Courts have a well - educated staff in all areas compared to the 

minimum educational requirements of each position but with the advent of the tuition 

reimbursement program being terminated, continued staff education is at risk. 

RECOMMENDATION:  Continue to explore educational and training options in order 

to support staff in the B.B.S. initiative. 

 Commentary:  A highly educated staff serves the Court and the community well in 

that an educated staff provides a stronger foundation.  It also may require more 
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rigorous talent management to make certain staff are adequately challenged and 

compensated in order to retain qualified and engaged employees.  An area that is 

heavily populated with staff who are educated beyond the educational requirement for 

the position is within the Ottawa County Juvenile Detention Center.  There, the 

majority of staff have obtained at least a Bachelors Degree when only an Associates 

Degree is required.  This serves the juveniles and stakeholders of the Courts well but 

may also be a contributing factor to the higher rate of turnover, which creates 

concern. 

› CONCLUSION 4:  The Juvenile Services area of the Courts represents 50% of the 

identified key positions  and is subject to great impact with the advent of vacancies.  

RECOMMENDATION:  The Courts’ administration in Juvenile Services needs to 

retain an open dialogue and be vigilant in B.B.S. implementation and training of staff – 

both classified and unclassified – as represented in the key positions, especially. 

 Commentary:  The Courts are a complicated entity and perform a diverse set of 

services.  The largest area of employee commitment and intensive services in the 

Courts is within Juvenile Services.  This area of the Courts reflects an extensive 

continuum of therapeutic, community-based and public safety/confinement services 

rendered to a vulnerable population – kids and their families.  Training needs are 

diverse due to the variety of services offered.  Making certain the continuum remains 

salient to the needs of the clients and the Court will be vital in the planning and 

preparation of staff going forward, as well. 

› CONCLUSION 5:  The Friend of the Court office key positions are at risk for 

retirement vacancies within the next five years  
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RECOMMENDATION:  The Courts’ administration in the Friend of the Court needs 

to retain an open dialogue and be vigilant in B.B.S. implementation and training of staff 

– both classified and unclassified – as represented in the key positions, especially. 

 Commentary:  Twenty five percent of the identified key positions are within FOC and 

are subject to retirement within the next five years.  This area of the Courts provides 

vital services to families who are at a vulnerable period of their lives - going through 

a divorce and/or experiencing other domestic issues.  Thus, the impact of change 

within this part of the organization is potentially substantial, requiring active 

management of the talent pool. 

› CONCLUSION 6:  Key positions subject to retirement in the Trial Division represent 

24% of the key positions. 

RECOMMENDATION:  The Trial Division will need to actively support the 

implementation of the B.B.S. initiative but also, keep a “finger on the pulse” of its 

workforce, identifying various, creative ways to support the employees in the advent of 

a vacancy.  Administration may have to temporarily step-in to do some of the work in 

order to keep the efficient and effective operation of the Court and/or provide for 

temporary help in the budget. 

 Commentary:  The Trial Division is the next largest division of the Courts 

representing 4 identified key positions.  Providing critical intervention in criminal and 

civil disputes, this area of the Courts provides services that have potential to impact 

the community, as well.  In that the office is smaller, the identified key positions 

represent approximately 24% of the entire staff which could translate into significant 

impact on the efficient operations of that area of the Courts; due to its smaller size, 
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such an impact may be experienced by the staff in a more personal manner as they are 

required to “fill in the gaps” as the “pain” of even one staff vacancy is felt throughout 

the Court. 

CONCLUSION 7:  The Ottawa County Probate Court is the smallest of the Court but 

key positions subject to retirement vacancies represent 29% of the staff.   

RECOMMENDATION:  The Ottawa County Probate Court will need to actively 

support the implementation of the B.B.S. initiative but also, keep a “finger on the 

pulse” of its workforce, identifying various, creative ways to support the employees in 

the advent of a vacancy.  Administration may have to temporarily “step-in” to do some 

of the work in order to keep the efficient and effective operation of the Court and/or 

provide for temporary help in the budget.  

 Commentary:  The Ottawa County Probate Court is the smallest of the Courts but 

provides some of the most time – sensitive and critical services to the public in the 

form of Probate matters involving the death of a loved one and services addressing 

the mental health needs of the vulnerable.  Their services may include hospitalization 

or institutionalization of those who are severely mentally ill, developmentally 

disabled and the aged. Due to the small number of employees (7) in this area, 

identified key positions represented 29% of the staff.  Again, the smaller the 

employee pool, the larger the impact of potential vacancies is on all the remaining 

employees. 

› CONCLUSION 8:  The survey responses indicated there may be some value in 

reviewing the organizational structure of the Courts as it relates to the current 

positions. 
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RECOMMENDATION:  The Circuit Court and Ottawa County Probate Courts’ 

Leadership Team should review and discuss the current organizational charts within 

the context of the respondents’ comments to the survey to determine if any positions 

need to be modified further within the current organization. 

 Commentary:  As archived and survey data were analyzed, it appears there may be 

some value in taking an opportunity to further explore the combining of certain 

identified key positions or review the organizational structure of the Courts.  A few 

ideas were expressed that the Courts’ Leadership Team may want to review for 

further analysis. 

› CONCLUSION 9:  Survey analysis indicated continued educational opportunities are 

desired by all staff including tuition reimbursement programs. 

RECOMMENDATION:  Administration needs to continually explore the option of 

tuition reimbursement program reinstatement, helping County administration see the 

value and cost-efficiency of the program.  In addition, administration and staff need to 

explore and support other forms of educational opportunities and resources, including 

educational grants. 

 Commentary:  The County’s tuition reimbursement program was popular by all staff 

within the Courts.  The termination of this program in the face of B.B.S. is a 

challenge.  It will be imperative for staff and Court administration to work together to 

find alternative means of educational growth. 

› CONCLUSION 10: Survey analysis indicated staff are cautious to participate in the 

Building Bench Strength succession planning initiative. 
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RECOMMENDATION:  Court administration must make certain B.B.S. is a 

transparent process that puts the employee in the lead, under the guidance of his/her 

supervisor.  

 Commentary:  Staff are cautious to participate in the Building Bench Strength 

succession planning initiative due to concern over a poorly implemented, previous 

attempt of succession planning approximately ten years ago under the direction of 

different management; the process was poorly implemented and appeared to be one of 

private selection of an heir apparent for certain positions.   

› CONCLUSION 11:  The Courts are subject to significant vacancies due to potential 

retirements. 

RECOMMENDATION:  The Courts must implement the B.B.S. initiative and make it 

a logical and appealing opportunity for all high potential, high performing staff who 

are interested in internally growing with the organization. 

 Commentary:  Twenty-five percent (25%) of the Court staff are eligible for retirement 

within the next five years.  Thirty staff currently hold a key position and all will be 

eligible for retirement within the next five years.   

› CONCLUSION 12:  The Courts are severely vulnerable as it relates to potential 

retirements of those employees currently in Court administration positions.  

RECOMMENDATION:  The B.B.S. initiative must focus on leadership positions and 

training for those positions. 

 Commentary:  With the exception of the Friend of the Court position, every top 

leadership position within each division of the Courts studied is subject to potential 

vacancy through retirement within the next five years!  Furthermore, in the largest 
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areas of the Courts where there are assistant positions that are key positions, all of 

them are subject to potential vacancy through retirement including the two Assistant 

Friends of the Court and one in Assistant Director in Juvenile Services.  Of equal 

importance is that the highest position in the Courts – the Circuit Court Administrator 

position – is also subject to retirement vacancy!  Adding to the urgency of this issue is 

the fact that sixty-four percent of the staff currently holding these positions will be 

sixty years old or older, which may influence the decision to retire even more.  Thus, 

the potential vacating of the top leadership positions of the Courts in every aspect is 

at risk and in need of qualified, talented, experienced staff to move into these 

positions. 

 Unfortunately, the County does not allow the hiring of staff into any position prior to 

it being vacated.  Thus, the training of staff for leadership and other key positions 

needs to start now.  Staff engagement and training through the Building Bench 

Strength succession planning program is essential to the continuation of the efficient 

and effective management of the Courts.  

› CONCLUSION 13:  The Courts are severely vulnerable as it relates to potential 

retirements of those employees currently in Court administration positions and losing 

their institutional knowledge and experience.  

RECOMMENDATION:  The Court administration must focus on leadership positions 

documenting their positions and training for their positions. 

 Commentary:  Another area of concern is the lack of higher education programs 

providing adequate training in the areas of juvenile justice and court management for 

example.  A review of local university and college programs reflects a general fine 
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arts curriculum or a criminal justice curriculum that focuses more on adult corrections 

and/or law enforcement.  Only one – Grand Valley State University – has recently 

seen the vision for the need of a juvenile justice minor within their Criminal Justice 

Department.  Michigan State University offers a Master’s Degree in Criminal Justice 

with a specialization in judicial administration and a credit-bearing as well as a non-

credit bearing certification program in judicial administration.  There appears to be a 

plethora of law degrees, but educational programs appear to be narrowly focused and 

not preparing students for careers in court management.  This is evidenced by the 

large number of job applicants who have a law or fine arts or Criminal Justice degrees 

but truly have no knowledge about the courts upon interview.  

› CONCLUSION 14:  The Courts are subject to the whims of outside influence as it 

relates to potential vacancies – whether from retirement or from younger, educated 

staff who have been in an entry level position for a substantial period of time. 

RECOMMENDATION:  The Courts must maintain close contact with County 

administration to be able to effectively manage staff vacancies due to “early retirement” 

options offered and various other reasons.  In addition, the Courts and the County will 

need to work closely on a retention plan for younger workers, especially working in 

positions in the Detention Center. 

 Commentary:  Through the workforce analysis process, it is abundantly clear that the 

Courts cannot fully or accurately anticipate the many forces outside their controls as 

it relates to potential vacancies of key positions.  The County may offer an attractive 

“early out” retirement package or the Social Security Administration’s retirement 

guidelines may change or anything else is possible and may impact the decisions of 
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others toward retirement.  However, to not prepare is to not be prepared on any level, 

and such an omission would be potentially tragic to the Courts.  Thus, the value of 

succession planning cannot be understated as it supports the efficiency and 

effectiveness of the Courts’ operations and ultimately, quality of service to the public.  

Such quality of service is directly related to quality of life within the community for 

all. 

Additional Comments 

As the slogan, “It takes a village to raise a child” was so descriptive of a unified, collective 

effort toward a better society, the same concepts holds true for the Courts.  It takes all the 

employees at every level to maintain the Courts as a desired place in which to work; a 

place of creative, pro-active thought; effective management; and opportunity for growth.  

In an effort to benefit from the workforce analysis and protect the Courts through proper 

workforce planning and talent management, the following assignments of responsibilities 

are recommended: 

› Judges – Support the Courts’ administration and staff in the implementation of the 

BBS initiative. 

› Circuit and Probate Courts’ Leadership Team  - Review the survey comments and 

results for further analysis and potential for reorganization of some key positions 

and/or reorganization of the Courts’ structure. 

› Court Administration – Educate staff about the workforce analysis outcomes to help 

them understand the viability and need of the B.B.S. succession planning initiative 
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› Court Administration and Staff - Implement the Building Bench Strength succession 

plan, allowing staff to self-select into the program with the guidance and support of 

their immediate supervisor(s). 

› Court Administration – Provide an environment that is flexible for staff to effectively 

benefit from the BBS process.  

› Court Administration – Assist staff in the identification of educational resources and 

grant programs that will allow them to progress through the BBS program. 

› Staff – Identify educational and grant resources to provide the necessary educational 

component to their action plan.  

› Court Administration – Utilize the annual performance evaluations of staff as an 

instrument that offers critical feedback and support to staff who want to grow within 

the BBS program. 

› Court Administration – In conjunction with the Ottawa County Human Resources 

Department, explore and design an effective retention program for the Ottawa County 

Juvenile Detention Center and all appropriately credentialed employees who have 

been in an entry level position for three years or more.  This may include the use of 

more effective interview screening instruments when hiring relief and other workers 

and/or conducting a study of other juvenile detention facilities around the state to 

learn ideas from them. 

› Court Administration – Within reason, require those in key positions to document 

their jobs so that in the event of a sudden vacancy of a leadership position within the 

Courts, the job will have documentation associated with it to assist anyone who has to 

“cover” during the period of transition. 
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› Court Administration – Connect with local universities and colleges to encourage 

expanding their curriculums to include educational modules addressing such areas as 

court management, the courts in general, juvenile justice, social work and 

psychology, for example. 

› Court Staff – Support BBS.  Self evaluate and participate in the BBS as it applies to 

their desire, interest and preparation toward moving, growing or enhancing their 

current position within the Courts. 

› Court Administration and Support Staff – Conduct an annual staff audit with Human 

Resources to make certain personnel data records are accurate. 

› Court Administration – Conduct an annual evaluation of the BBS initiative. 
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Appendix B 
 
This data table was used to determine how many and which key positions were potential for 
vacancy within the next five years based on the years of experience and age of the employee who 
currently occupies the position. 
 

Potential Retirements w/ Key Positions Identified 
           

Key 
Position: Job Classification:  Age: 

Experience 
(yrs) Retire <5: 

Retire 
Now: 

Yes CIRCUIT COURT ADMINISTRATOR 55 7 Yes No 
 CIRCUIT COURT CLERK 52 33 Yes No 

Yes CIRCUIT COURT REPORTER 60 33 Yes Yes 
Yes CIRCUIT COURT REPORTER 54 28 Yes No 
Yes FELONY COLLECTIONS CLERK 64 10 Yes Yes 

 SENIOR LAW CLERK/BAILIFF 62 22 Yes Yes 
Yes TRIAL COURT DIRECTOR 50 24 Yes No 

Yes 
ASSISTANT FRIEND OF THE COURT - FIELD 
SERVICES 

53 26 Yes No 

Yes 
ASSISTANT FRIEND OF THE COURT - 
OPERATIONS 

64 15 Yes Yes 

 DATA PROCESSING SPECIALIST (FOC) 52 15 Yes No 
 ACCOUNTANTS 59 32 Yes Yes 
 ACCOUNTANTS 52 11 Yes No 

Yes FOC INVESTIGATOR 59 10 Yes Yes 
Yes FOC INVESTIGATOR 52 6 Yes No 
Yes FOC INVESTIGATOR 52 21 Yes No 

 REFEREE 66 8 Yes No 
Yes JUDICIAL CLERK III (DETENTION) 59 9 Yes No 

 GROUP LEADER (DETENTION) 59 16 Yes Yes 
Yes SHIFT SUPERVISOR 61 15 Yes Yes 
Yes SUPT. OF JUVENILE DETENTION 56 20 Yes Yes 

 GROUP LEADER (TREATMENT) 62 13 Yes Yes 
 JUDCIAL CLERK I (TREATMENT) 57 9 Yes No 

Yes TREATMENT SPECIALIST 59 15 Yes Yes 
Yes DIRECTOR OF JUVENILE SERVICES 59 30 Yes Yes 
Yes ASST. DIRECTOR OF JUVENILE SERVICES 59 5 Yes No 

Yes 
PROGRAMS SUPERVISOR/FOSTER CARE 
LICENSOR 

59 23 Yes Yes 

Yes JUVENILE CASEWORKER 53 31 Yes No 
Yes JUVENILE CASEWORKER 56 31 Yes Yes 
Yes JUVENILE CASEWORKER 55 29 Yes Yes 
Yes REIMBURSEMENT SPECIALIST 51 6 Yes No 

Total number of employees in Key Positions age 50 or older: N=30 
Total number of employees in Key Positions eligible for retirement within 5 Years: N=30 
Total Key Positions Eligible for Retirement Currently:  N = 15 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   67

Appendix C 

The following information reflects the knowledge, skills and functions of each identified 

key position: 

CIRCUIT COURT ADMINISTRATOR 

ESSENTIAL JOB FUNCTIONS: 
1. Under the general direction of the Chief Judge, administers the non-judicial functions of 

the Trial, and Family Divisions of the 20th Circuit Court, the Probate Court and the Office 
of the Friend of the Court. 

2. Leads the strategic planning functions of the Courts. 
3. Directs the planning, design, development, implementation, administration and 

improvement of policies, procedures and programs to promote access to justice for all 
members of the public, maximize the use of judicial and other resources, increase the 
efficiency of court operations, and enhance service to the public. 

4. Directs the human resources, budgetary, calendar and case-flow management, business, 
information management systems and technology, facilities operations and record keeping 
functions of the 20th Judicial Circuit. 

5. Ensures substantive and procedural compliance with all Michigan Court Rules and State 
Court Administrator's Office requirements in the daily operations of the Court and the 
review and reporting of Court performance. 

6. Directs the development of short- and long-range plans and strategies to ensure the 
availability of programs and resources to effect the fair and impartial administration of 
justice, and actively engage the community in improving outcomes for juvenile and adult 
offenders. 

7. Directs the administration of all human resources functions for the Circuit and Probate 
Courts, including selection and termination of employees; employee training and 
development; performance evaluation; contract and policy administration; and 
administration of discipline.  

8. Serves as a member of the County/Court negotiating team in the negotiation of labor 
agreements with the collective bargaining organizations representing employees of the 
Courts. 

9. Participates in the administration of discipline involving possible termination of 
employment, responds to selected employee grievances, and participates in arbitration of 
grievances. 

10. Directs the development of the annual operating, personnel and capital State and County 
budget requests of the operating units of the Courts, delivers the budget presentations, and 
administers approved budgets. 

11. Reviews budget expenditures and revenues, and directs operating units to develop 
recommended responses to budget shortfalls in order to maintain the fiscal integrity of the 
Courts. 

12. Manages the business operations of the Courts, and negotiates and administers contracts 
with consultants, contractual service providers, vendors and other parties. 
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13. Collaborates with staff throughout Juvenile Services to design, develop, implement and 
improve programs and services to meet the Court's goals for at-risk youth in the juvenile 
justice system and to provide said youth with life-skills for successful community 
integration. 

14. Plans, develops and controls operating and capital budgets; develops and submits 
proposals for external funding; and develops proposals for innovative programs to improve 
outcomes for youth ordered to detention. 

15. Collaborates with subordinate unit directors and managers to evaluate the information and 
data management and courtroom technology requirements of the Courts, and develop 
plans, strategies and specific proposals to meet those needs. 

16. Monitors new and pending federal and state legislation, rules, regulations, judicial 
precedents and administrative rulings with respect to criminal, civil and domestic relations 
litigation; adjudication of estates, mental and legal competency of adults, and other probate 
matters; adjudication of offenses by and detention of juveniles; and other matters under the 
jurisdictions of the Circuit and Probate Courts; and ensures that policies, procedures, 
practices and programs are modified to maintain compliance. 

17. Develops organizational performance measures for the Courts and prepares the annual 
report. 

18. 18. Develops and implements quality assurance and quality control protocols for Court 
programs and services, and implements continuous improvement in caseflow management, 
adult and juvenile treatment services, community resource utilization, child support 
collection, and other programs and processes. 

19. Identifies external funding opportunities and develops and/or directs the development of 
innovative proposals for submission to funding agencies. 

20. Represents the Courts to the County, to the media and to the community. 
21. Develops working relationships and collaborates with public and private sector community 

partners to address criminal justice issues and develop community-based efforts to improve 
outcomes for offenders and the community. 

22. Serves as an attorney/referee as required to accommodate caseloads and ensure timely 
adjudication of juvenile, probate and domestic relations matters. 

23. Serves as a member of the County Management Team. 
24. Performs other duties as assigned to ensure the equitable and efficient administration of 

justice in Ottawa County. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public and court 

administration. 
2. Thorough working knowledge of the structure and operations of the criminal and juvenile 

justice systems. 
3. Thorough working knowledge of managerial and supervisory principles and practices. 
4. Thorough working knowledge of the theory, principles and practices of public finance and 

budget development and control. 
5. Thorough working knowledge of the Michigan Court Rules and the State Court 

Administrative Office's rules, regulations and requirements. 
6. Thorough working knowledge of the principles and practices of strategic planning. 
7. Thorough working knowledge of the principles and practices of team building. 
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8. Thorough working knowledge of grant and proposal writing. 
9. Thorough working knowledge of program assessment and evaluation principles and 

practices and quality assurance protocols. 
10. Thorough working knowledge of caseflow and records management practices and 

principles and innovative and effective technology solutions therefore. 
11. Thorough working knowledge of the Federal Juvenile Justice and Delinquency Prevention 

Act (JJDPA) of 1974, as amended, and the Michigan Probate Act (PA 288 of 1939), as 
amended. 

12. Thorough working knowledge of Michigan statues with respect to child support, custody 
and parenting time, including, but not limited to, Office of Child Support Act (PA 174 of 
1971, as amended), Michigan Child Custody Act (PA 91 of 1970, as amended), and 
Support and Parenting Time Enforcement Act (PA 295 of 1982, as amended). 

13. Thorough working knowledge of the American Bar Association canon of ethics and 
standards of professional practice. 

14. Computer literacy and familiarity with word-processing, spreadsheet, database 
management and other applications software. 

15. Excellent interpersonal and human relations skills. 
16. Excellent oral and written communication skills. 
17. Ability to interact positively and objectively with elected officials, judges, law 

enforcement officers, officers of the court, County administrators, managers, supervisors, 
employees, collective bargaining representatives, external consultants, state and federal 
agency staff, media representatives and members of the general public from a wide range 
of cultural and socioeconomic backgrounds and with varying levels of interpersonal 
communications skills. 

CIRCUIT COURT REPORTER 

ESSENTIAL JOB FUNCTIONS: 
1. Makes verbatim records of all court proceedings using computerized, real-time 

stenographic methods or voice writing methods or recording methods.  
2. Prepares official verbatim transcript of hearings, depositions, jury trials and other 

proceedings from computer      stenographic notes and log notes, proofs and certifies 
transcripts.  

3. Logs, marks and maintains chain of custody for exhibits admitted as evidence in the 
courtroom.  

4. May provide real time visual transcription for hearing-impaired defendants, plaintiffs and 
other parties to matters before the court. 

5. Maintains files of computer stenographic notes, log notes and transcripts in accordance 
with statutory provisions. 

6. Prepares transcripts for matters appealed to the Michigan Court of Appeals or the 
Michigan Supreme Court. 

7. Receives and responds to requests for transcripts from attorneys, and parties to litigation. 
8. Maintains court reporting equipment, performing routine housekeeping and installing 

upgrades to the software. 
9. Creates backup for all stenographic notes on the system using appropriate media. 
10. Performs other as required.  
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REQUIRED KNOWLEDGE AND SKILLS: 
1. Working knowledge of Michigan Court Rules. 
2. Working knowledge of court administrative procedures and practices. 
3. Working knowledge of civil and criminal court processes. 
4. Working knowledge of the professional code of ethics. 
5. Fast and accurate keyboarding skills. 
6. Working knowledge of privacy requirements related to court records. 
7. Computer literacy and knowledge of word processing.  
8. Good time management and organizational skills. 
9. Good oral and written communications skills. 

CIRCUIT COURT CLERK – ADR CLERK 

ESSENTIAL FUNCTIONS:  
1. Assists customers on the phone and at the counter, explaining court policy and procedures 

for felony criminal matters, civil matters, and domestic relations matters and Friend of the 
Court matters; judgments; and Court orders; and/or refers customers to appropriate court 
offices. 

2. Schedules conferences, and other court proceedings on judges' and attorney/referees' 
dockets; and prepares proofs of service and serves notices to involved parties by mail. 

3. Prepares court orders, and other post-hearing documents; schedules additional hearings, 
conferences, etc; prepares notices to appear; and prepares proofs of service and serves 
notices to involved parties by mail. 

4. Prepares jury verdict forms. 
5. Reviews orders drafted by attorneys for accuracy, completeness, and compliance with 

appropriate Court Rules and Statutes, obtains judges signature or explains required 
procedures for obtaining judicial approval to the attorney from whom an order was 
received. 

6. Provides confidential secretarial support for the judges of the court, typing correspondence, 
opinions, decisions, and a variety of other documents from drafts and recorded dictation; 
maintaining calendars; and performing other secretarial support services. 

7. Receives and processes motions and briefs submitted to the court for filing, submits 
motions and briefs to law clerk for analysis, and contacts attorneys prior to scheduled dates 
to ensure that trials will be heard and/or motions will be heard as scheduled and that 
appropriate motion statements and briefs have been filed. 

8. Prepares case monitor cards for new civil, domestic relations and criminal cases on 
Imaging System. 

9. Processes cases from other jurisdictions and appellate cases assigned to judges of the court 
by the State Court Administrative Office as necessary, to maintain proper caseflow in the 
court. 

10. May serve as a court recorder as required to cover absences of the court reporters or for 
overflow scheduling of hearings, trials, conferences, depositions and other matters. 

11. May perform some of the more difficult and confidential functions of the Trial Court 
Director in the latter's absence. 

12. May perform other functions as necessary to ensure proper caseflow and timely litigation 
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of cases in the court. 
13. Assists in the collection processes of felony cases. 
14. Assists with accounts payable processing. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Understanding of strict confidentially requirements. 
2. Excellent customer relation skills. 
3. Working knowledge of Michigan Court Rules. 
4. Working knowledge of court administrative procedures and practices. 
5. Thorough knowledge of civil, criminal, domestic relations and Friend of the Court 

processes. 
6. Accurate keyboarding skills. 
7. Working knowledge of privacy requirements related to court records. 
8. Computer literacy and knowledge of word processing, spreadsheet and database 

management applications. 
9. Thorough knowledge of document imaging protocols and equipment operation. 
10. Knowledge of court recording protocols and requirements and the proper use of court 

recording equipment. 
11. Good time management and organizational skills. 
12. Good oral and written communication skills. 
13. Excellent interpersonal and human relations skills. 

FELONY COLLECTIONS CLERK 

ESSENTIAL FUNCTIONS: 
1. Interviews convicted offenders who do not pay fines, fees, costs and /or restitution in full 

at the time of sentencing to determine ability to pay.  
2. Negotiates payment plans based on individual financial situations and evaluation of 

individual probity with respect to compliance with payment plan, and drafts court orders 
establishing terms and conditions of payment plans. 

3. Reviews outstanding balances of fines, fees, costs, restitution and other monetary sanctions 
to monitor compliance of offenders with payment plans and determine if and when to 
implement collection actions. 

4. Prepares collections letters notifying offenders of past due balances outstanding on 
payment agreements. 

5. Initiates show cause hearings for non-payment of fees, fines, costs and restitution.  
6. Collaborates with probation and parole officers to monitor employment status, earnings 

and assets of offenders ordered to supervision and to monitor payment activity, and to 
avoid release from probation or parole until all monies owed have been paid to the court. 

7. Monitors scheduled sentencing’s, show cause hearings, probation violation hearings, bench 
warrant arraignments and others to facilitate collection activities.   

8. Prepares case files with accurate account balances prior to hearings. 
9. Researches individual offender earnings, other sources of income, financial status, liquid 

assets, convertible assets, vehicles, licenses, etc; and prepares motions and orders to effect 
collections through wage assignments, liens on property, forfeiture of bonds, and other 
methods available to the court. 
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10. Prepares orders for production of documents, orders to disclose information, bench 
warrants and otherwise initiates additional actions to enforce felony collections. 

11. Responds to inquiries from defendants, probation officers, prosecutor’s staff, and others as 
to payment arrangements, collection procedures, and related matters. 

12. May perform other functions as necessary to implement effective actions to maximize 
court revenue through collection of felony monies owed. 

13. Performs some functions of Deputy Assignment Clerk as needed. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Working knowledge of Michigan Court Rules and State Court Administrative Office rules, 

regulations and requirements. 
2. Working knowledge of court administrative procedures and practices. 
3. Working knowledge of court processes. 
4. Working knowledge of Internet search engines and data resources available to identify 

offender incomes sources and assets. 
5. Working knowledge of civil process and procedure for the collection of debt. 
6. Accurate keyboarding skills. 
7. Working knowledge of privacy requirements related to court records. 
8. Computer literacy and knowledge of word processing, spreadsheet and database 

management applications. 
9. Knowledge of document imaging protocols and equipment operation. 
10. Time management and organizational skills. 
11. Excellent oral and written communications skills. 

TRIAL COURT DIRECTOR 

ESSENTIAL JOB FUNCTIONS: 
1. Administers policies and procedures and collective bargaining agreements for; hires and 

terminates; provides training, schedules and work direction for; evaluates the performance 
of; administers discipline; and fulfills other management and supervisory functions for 
employees engaged in providing customer service , caseflow management, felony 
collections, court reporting and other administrative court services. 

2. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

3. Ensures that all staff has access to in-service training and comply with continuing 
education and training requirements for continuing licensure and certification. 

4. Designs, develops, implements, administers, and directs the implementation and 
administration of policies and procedures to ensure that all caseflow management, felony 
collections, court reporting and other administrative court services and actions comply 
with the substantive and procedural provisions of the Michigan Court Rules and State 
Court Administrative Office's administrative rules, regulations and requirements. 

5. Monitors new and pending federal and state legislation, rules, regulations, judicial 
precedents and administrative rulings with respect to the criminal, civil and domestic 
relations litigation and ensures that policies, procedures, and practices are modified to 
maintain compliance. 

6. Develops the annual Law Library and Trial Division operating, personnel and capital 
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budget proposals for consideration by the Board of Commissioners and the County 
Administrator. 

7. Directs the financial operations of Trial Division and controls budgets. 
8. Coordinates financial audits as required by the State. 
9. Identifies potential sources of funding to supplement and expand County resources for 

programs and services and develops and/or supervises the development of funding 
proposals for submission to public and private funding agencies. 

10. Prepares Grant applications when applicable. 
11. Schedules pretrial conferences and trials for criminal, civil and domestic relations cases; 

coordinates scheduling with the Prosecutor's Office and defense attorneys. 
12. Receives and reviews requests for adjournments, granting or denying requests based on 

established criteria. 
13. Supervises the provision of confidential secretarial services to the judges of the Court. 
14. Screens all mail received by the court and judges to ensure it is appropriate and that 

viewing it will not create a conflict with any statutory, regulatory, or judicially established 
substantive or procedural court rule or requirement. 

15. Supervises the felony collections process, developing standard operating policies and 
procedures to ensure compliance with Michigan Court Rules; prepares monthly collections 
reports for the court. 

16. Supervises the alternative dispute resolution process, developing standard operating 
policies and procedures to ensure compliance with Michigan Court Rules; prepares 
monthly reports for the court. 

17. Annually reviews the annual alternative dispute resolution plan and the roster of approved 
case evaluators. 

18. Coordinates the criminal justice internship program with colleges and universities, 
participates in interviewing and selecting interns, and serves as supervisor for interns. 

19. Serves as a court recorder as required to cover absences of the court reporters or for 
overflow scheduling of hearings, trials, conferences, depositions and other matters. 

20. Serves as a member of the Circuit Court Leadership Team. 
21. May serve as on-site supervisor for Adult Drug Treatment Court. 
22. Maintains and monitors court reporters and court reporting services who provide back-up 

and/or overflow transcription services to ensure that reporters are available for all 
scheduled proceedings and that permanent records of all proceedings are transcribed, 
certified and filed with the Clerk of the Court within statutory time limits. 

23. Oversees Imaging Project for the Trial Division. 
24. Processes incoming appeals from lower courts and administrative agencies as well as 

processes outgoing appeals to the Court of Appeals. 
25. Selects and assigns court appointed counsel when ordered by the court. 
26. Receives, reviews and prepares annual approved bondsmen list for Circuit, District and 

Probate courts. Ensures proper legal documentation is in order. 
27. Supervises pool of on-call Bailiffs for Circuit and Probate Courts. 
28. Creates state reports for submission to the State Court Administrative Office. 
29. Serves on various committees as assigned by the Court Administrator. 
30. Performs other duties as assigned. 
 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   74

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public and court 

administration. 
2. Thorough working knowledge of managerial and supervisory principles and practices. 
3. Thorough working knowledge of the Michigan Code of Criminal Procedure (PA 175 of 

1927, as amended). 
4. Thorough working knowledge of the State Court Administrative Office rules, regulations 

and requirements and Michigan Court Rules. 
5. Thorough working knowledge of legal terminology and legal research methods and 

resources. 
6. Thorough working knowledge of the principles and practices of budgeting and fund 

accounting. 
7. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
8. Excellent interpersonal and human relations skills. 
9. Excellent oral and written communication skills. 
10. Thorough working knowledge of strategic planning. 
11. Thorough working knowledge of document imaging protocols and equipment operation. 
12. Thorough working knowledge of caseflow management. 

DEPUTY PROBATE REGISTER 

ESSENTIAL FUNCTIONS: 
1. Assists customers on the phone and at the counter, explaining court policy and procedures 

for decedent estate, adult guardianship, mental and legal competency and other probate 
matters; fees; and Court orders; and/or refers customers to appropriate court staff. 

2. Assists family members and mental health workers in the preparation and filing of 
petitions for mental competency and involuntary commitment hearings. 

3. Notices mental competency and involuntary commitment hearings, on- and off-site; 
prepares notices to appear; and prepares proofs of service and serves notices to involved 
parties. 

4. Notifies law enforcement jurisdictions of orders issued to detain and transport individuals 
ordered to involuntary commitment, and ensures that orders are entered in LEIN; ensures 
that voided orders are withdrawn from LEIN. 

5. Monitors commitment orders currently in force and notifies CMH and psychiatric and 
residential treatment facilities of pending order expirations. 

6. Contacts attorneys for mental deferrals. 
7. Receives, records and files legal forms, petitions, motions and other documents pertaining 

to the disposition of estates, the mental and/or legal competence of individuals, 
guardianships and/or conservatorships for minor children, and other matters before the 
court. 

8. Verifies, corrects, codes and enters case data into case management information system. 
9. Assists conservators for minor children and mentally and legally incompetent and 

developmentally disabled adults, guardians ad litem and executors and trustees of decedent 
estates in filing reports and financial statements. 
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10. Reviews calculations and balances, ensures supporting documentation accompanies filings, 
and reviews financial statements for substantive and procedural compliance. 

11. Balances daily mail and cash register receipt logs.   
12. Performs monthly deposited cash receipts audit report, and monthly bank deposit balance 

report. 
13. Prepares reports for the SCAO and the judges' retirement plan. 
14. Assists in filing wills for safekeeping, computing filing fees, receipting fees, and certifying 

copies and performing related tasks. 
15. Reviews and monitors estate files for timely filing of inventories and other documents and 

prepares requests therefore. 
16. Monitors the required publication of notices to the public of the filing of decedents' estates. 
17. Receives on-site or telephone payments for filing fees, inventory fees and other monies 

paid to the court. 
18. Researches and responds to questions regarding open and closed files. 
19. Processes delayed registrations of foreign births, reviewing documents for substantive and 

procedural compliance, receiving and receipting filing and processing fees, preparing 
orders, and ensuring notification to appropriate agencies. 

20. Cross-matches applicants with mental competency hearing records to ensure that 
applicants have not previously been adjudged to be mentally incompetent. 

21. Types a variety of probate forms, correspondence, and other documents. 
22. Creates orders to arrange for prisoners to be brought to court for hearings; coordinates with 

MDOC (Michigan Department of Corrections)/Sheriff’s Department. 
23. Member of strategic planning team and strategic planning oversight team.   
24. May perform any and all functions of the Probate Court Clerk classification as necessary to 

ensure proper caseflow and timely litigation of cases in the court. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Basic working knowledge of the Estates and Protected Individuals Code (PA 386 of 1998), 

the Mental Health Code (PA 258 of 1974) and other probate-related statutes of the State of 
Michigan, 

2. Working knowledge of Michigan Court Rules and SCAO rules, regulations and 
requirements. 

3. Working knowledge of probate procedures and practices. 
4. Working knowledge of accounting principles and practices. 
5. Good working knowledge of privacy requirements related to medical and court records. 
6. Computer literacy and facility in the use of word processing, spreadsheet and database 

management applications. 
7. Working knowledge of document imaging systems and protocols and practices. 
8. Excellent customer relation skills. 
9. Good time management and organizational skills. 
10. Good oral and written communications skills. 
11. Good interpersonal and human relations skills. 
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PROBATE REGISTER 

ESSENTIAL JOB FUNCTIONS: 
1. Under general order of the probate judge and Sec. 600.833 of Michigan Act 236 of 1961, 

acts as presiding officer of the Court in uncontested matters with respect to the disposition 
of estates and the mental and/or legal competence of individuals. 

2. As duly authorized above, prepares and signs summons, citations, subpoenas, notices to 
appear and court orders. 

3. Processes uncontested estates (to comprise more than 95 percent of all estates). 
4. Ensures that all parties to matters before the Probate Court comply with the substantive 

and procedural requirements of the probate statutes of the State of Michigan, and that the 
Court complies with all rules and regulations established by the SCAO. 

5. Supervises the activities of employees engaged in scheduling, providing customer services, 
performing caseflow management functions, receiving and accounting for all monies paid 
to the court, and providing other support for the filing and/or adjudication of estates, 
commitments, guardianships and other probate matters. Controls the docket for Probate 
Court/Family Court; sets hearings, adjourns hearings, sends notice of hearings. 

6. Provides direct supervision for subordinate staff, including participation in selection, hiring 
and termination; training, scheduling and provision of work assignments; performance 
management; administration of policy and procedure; and administration of discipline. 
Evaluates employees annually. 

7. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

8. Ensures mental and guardianship orders are entered into LEIN; ensures weapon checks are 
conducted for concealed weapons permits; ensures orders removing from LEIN get 
accomplished. 

9. Prepares/reviews periodic reports submitted to SCAO. 
10. Develops, implements, maintains and modifies standard operating policies and procedures 

for caseflow and records management, financial management, scheduling, customer 
services, and other administrative court functions. 

11. Analyzes changes in court policies and procedures required by new and pending legislation 
and changes in SCAO rules and regulations and implements appropriate modifications. 

12. Ensures the accurate and timely preparation and processing of all case documentation and 
files in compliance with the rules and requirements of the State Court Administrative 
Offices. 

13. Schedules hearings for all matters to include uncontested hearings, contested disposition of 
estates, contested mental and/or legal competence of individuals and all other on- and off-
site hearings, and sets jury and non-jury trials (including juvenile and neglect cases heard 
by the Probate Judge. 

14. Monitors filing of inventories, accounts and financial reports by executors, conservators 
and guardians serving as fiduciaries for estates, minors and/or mentally and legally 
incompetent individuals; requests production of financial documents; and prepares show 
cause orders for failure to produce documents. 

15. Provides advice and assistance to attorneys and in pro per parties in the proper filing of 
petitions and other legal documents, and compliance with substantive and procedural 
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requirements of probate law and court rules. Prepares orders and other documents for self 
represented persons. 

16. Serves as system administrator for the courtroom interactive video and digital recording 
technology, performing routine housekeeping for the system and developing materials for 
and conducting end-user training. 

17. Oversees the Records Retention Schedule and expunges files when authorized by law. 
18. Researches innovations and improvements in court technology and recommends specific 

changes in technology. 
19. Participates in the design, development, installation, testing, debugging and 

implementation of new court information technology systems, including, but not limited 
to, e-business and document imaging applications. 

20. Supervises the financial operations of the Court, including cashiering, daily balancing and 
preparation of deposits, accounting, purchasing and collections, preparation of payroll. 

21. Prepares and delivers a variety of financial, program evaluation and other reports and 
presentations to the Board of Commissioners, Circuit/Probate Court Leadership Team, 
SCAO, and other internal and external constituencies. 

22. Develops organizational performance measures and drafts the Probate Court annual report. 
23. Coordinates courtroom security for Fillmore courtrooms. 
24. Coordinates and sets mediations in minor guardianship cases; oversees the mediation 

process. 
25. Serves as a member of the Circuit/Probate Court Leadership Team. 
26. Acts as confidential judicial assistant to the judges as needed. 
27. Ensures Probate Court goals/objectives are consistent with the courts’ strategic plan; serves 

on the Strategic Planning Oversight Team and serves as co-chair of Strategic Planning 
Team #5. 

28. Develops the annual Probate Court operating, personnel and capital budget proposals for 
consideration by the Board of Commissioners and the County Administrator. 

29. Schedules meeting rooms for court and related agencies. 
30. Serves as court recorder for mental competency and commitment hearings held at 

psychiatric and residential treatment facilities. 
31. Reviews invoices received from court appointed attorneys, guardian ad litems, and special 

fiduciaries and authorizes payment upon receipt. 
32. May perform any and all functions of the positions supervised as necessary to ensure 

proper caseflow and timely litigation of cases in the court. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the Estates and Protected Individuals Code (PA 386 of 

1998), the Mental Health Code (PA 258 of 1974) and other probate-related statutes of the 
State of Michigan. 

2. Thorough working knowledge of Michigan Court Rules and State Court Administrator's 
Office rules, regulations and requirements. 

3. Thorough working knowledge of probate procedures and practices. 
4. Good working knowledge of the principles and practices of court administration. 
5. Good working knowledge of the principles and practices of supervision and management. 
6. Good working knowledge of accounting principles and practices. 
7. Thorough working knowledge of privacy requirements related to medical and court 
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records. 
8. Computer literacy and facility in the use of word processing, spreadsheet and database 

management applications. 
9. Good working knowledge of interactive video and digital court recording technology. 
10. Good working knowledge of document imaging systems and protocols and practices. 
11. Good time management and organizational skills. 
12. Good oral and written communications skills. 
13. Excellent interpersonal and human relations skills. 

FRIEND OF THE COURT 

ESSENTIAL JOB FUNCTIONS: 
1. Under the direction of the Circuit Court Administrator, represents the interests and welfare 

of minor children in domestic relations matters. 
2. Administers policies and procedures for; hires and terminates; provides training, schedules 

and work direction for; evaluates the performance of; and fulfills other supervisory 
responsibilities for employees engaged in the investigation of income and medical support, 
custody, and parenting time matters; enforcement of domestic relations court orders with 
respect thereto; mediation of support, custody, and parenting time disputes; accounting; 
and provision of legal and clerical support services. 

3. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

4. Ensures that all staff members participate in mandatory continuing education and training 
and strictly adhere to all standards of professional practice and ethics. 

5. Directs the development of short- and long-range plans and strategies to preserve and 
protect the welfare of minor children by increasing the efficiency of child support 
enforcement and collection of outstanding balances due for court-ordered support of minor 
children in Ottawa County. 

6. Develops, implements and administers policies, procedures and practices to ensure 
compliance with and proper enforcement of the provisions of Title IV-D, UIFSA and other 
federal and state statutes with respect to income support enforcement. 

7. Represents the interests and welfare of minors in resolving matters of disputed paternity, 
custody disputes, determination of the appropriate amount of income support, terms of 
medical support, and/or visitation rights of the non-custodial parent. 

8. Represents the interests of minor children in the adjudication of child support, custody and 
parenting time matters, serving as principle attorney for the FOC and children. 

9. Files motions to show cause in delinquent child support payment cases, failure to comply 
with the terms and conditions of custody and parenting time orders and for failure to 
appear at scheduled hearings. 

10. Prepares and/or directs the preparation of briefs, petitions, motions, orders and other media 
for adjudications and presents the FOC's case in court. 

11. Mediates support, custody and parenting time disputes and drafts stipulations agreed to by 
all parties; prepares orders after hearings and judgments; prepares tentative rulings; and 
provides other services. 

12. Directs the implementation of federal and state income support enforcement remedies, 
including income tax intercepts, property liens, bonds, asset seizures, inter-state income 
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withholding, and prosecution for felony non-payment. 
13. Directs the development of the annual Friend of the Court operating, personnel and capital 

budget proposals for consideration by the Board of Commissioners and the County 
Administrator. 

14. Directs the financial operations of the Friend of the Court and controls budgets. 
15. Monitors new and pending federal and state legislation, rules, regulations, judicial 

precedents and administrative rulings with respect to the adjudication and enforcement of 
income and medical support, child custody, and rights of non-custodial parents; and 
ensures that all FOC policies, procedures practices, and programs are modified to maintain 
compliance. 

16. Prepares and delivers a variety of financial, program evaluation and other reports and 
presentations to the Board of Commissioners, Circuit Court Leadership Team, State Court 
Administrator's Office, Office of Child Support, external funding agencies, and other 
internal and external constituencies. 

17. Develops organizational performance measures and drafts the Friend of the Court annual 
report. 

18. Identifies external funding opportunities and develops and/or directs the development of 
innovative proposals for submission to funding agencies. 

19. Coordinates negotiation of annual IV-D and Cooperative Reimbursement contracts. 
20. Receives, investigates and responds to initial written grievances filed by FOC clients. 
21. Develops and implements quality assurance and quality control protocols, including 

substantive and procedural review of all proposed judgments and orders. 
22. Conducts diversion conferences to resolve custody and parenting time disputes. 
23. Performs any and all functions of the Attorney/Referee classification. 
24. Represents the FOC Office to the community. 
25. Serves as a member of the Circuit Court Leadership Team. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of family and domestic relations law. 
2. Thorough working knowledge of the structure and operations of the juvenile justice 

system. 
3. Thorough working knowledge of Social Security Act, Title IV, Part D; the Uniform 

Interstate Family Support Act; and other federal statutes pertaining to child support 
enforcement, child custody and the rights of non-custodial parents. 

4. Thorough working knowledge of Michigan statues with respect to child support, custody 
and parenting time, including, but not limited to, Office of Child Support Act (PA 174 of 
1971, as amended), Michigan Child Custody Act (PA 91 of 1970, as amended), and 
Support and Parenting Time Enforcement Act (PA 295 of 1982, as amended). 

5. Thorough working knowledge of the Michigan Court Rules and State Court Administrative 
Office rules, regulations and requirements. 

6. Thorough working knowledge of Michigan Office of Child Support rules, regulations and 
requirements. 

7. Thorough working knowledge of legal writing and legal research methods and resources. 
8. Thorough working knowledge of the American Bar Association canon of ethics and 

standards of professional practice. 
9. Thorough working knowledge of the principles and practices of management and 
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supervision. 
10. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
12. Excellent interpersonal and human relations skills. 
13. Excellent oral and written communication skills. 
14. Ability to interact positively and objectively with parents, step-parents, other custodial 

relatives, guardians, Child Protective Services representatives, prosecutors, defense 
attorneys, judges, law enforcement officers, officers of the court, State auditors, and 
members of the general public from a wide range of cultural 

ASSISTANT FRIEND OF THE COURT – FIELD SERVICES 

ESSENTIAL JOB FUNCTIONS: 
1. Under the direction of the Friend of the Court, manages the case investigation and 

enforcement adjudication functions of the Office. 
2. Administers policies and procedures for; participates in the hiring and termination of; 

provides training, schedules and work direction for; evaluates the performance of; and 
fulfills other supervisory responsibilities for employees engaged in performing 
investigations to collect information and evidence for developing informed 
recommendations with respect to child custody; determining the amount of child support; 
setting terms and conditions for parenting time; and enforcing the orders of the court with 
respect thereto. 

3. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

4. Reviews and approves staff requests for psychological evaluation and counseling for 
clients, and authorizes payment to clinical service providers. 

5. Reviews all case recommendations prepared by staff. 
6. Ensures effective interstate enforcement of income and medical support orders. 
7. Serves as a resource for investigative staff in assessing and resolving complex case issues 

with respect to establishing terms and conditions for child custody and parenting time and 
mediating disputes between uncooperative parties. 

8. Interprets complex court orders. 
9. Develops, implements and administers procedures and practices to ensure that child 

support, custody, and parenting time recommendations to the court are based on complete 
and accurate information, are objective, and provide for the best interests of the subject 
minor children. 

10. Develops, implements and administers procedures and practices to ensure compliance with 
the Michigan Friend of the Court Act (PA 294 of 1982), Michigan Child Custody Act (PA 
91 of 1970), Title IV-D, UIFSA, and other state and federal child support enforcement 
statutes and standards. 

11. Develops and implements quality assurance and quality control protocols for FOC 
investigation and enforcement services; collects, compiles and analyzes data; and 
recommends changes in processes and workflow to improve efficiency. 

12. Participates in the development of the annual Friend of the Court operating, personnel and 
capital budget proposals. 

13. Monitors new and pending federal and state legislation, rules, regulations, and 
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administrative rulings with respect to the adjudication and enforcement of income and 
medical support, child custody, and parenting time and ensures that all FOC investigative, 
mediation, and adjudication policies, procedures, and practices are modified to maintain 
substantive and procedural compliance. 

14. Participates in the development of proposals for submission to external agencies for grant 
and contract funding. 

15. Assists the Friend of the Court in developing organizational performance measures and 
drafting the Friend of the Court annual report. 

16. Prepares a variety of enforcement activity reports for the County, Office of Child Support, 
SCAO, grant and contract funding agencies, and other internal and external audiences. 

17. Receives and responds to client questions and concerns, explains investigation and 
evaluation policies and procedures and statutory requirements, and provides other 
information to clients. 

18. Reviews and responds to client complaints before they escalate to the level of a grievance. 
19. Conducts coordination, pre-hearing and diversion conferences and mediates support, 

custody and parenting time issues and disputes as required to accommodate caseloads. 
20. May perform any and all functions of the subordinate classifications. 
21. Assists the Friend of the Court in establishing and cultivating working relationships with 

community resources and raising the profile of the Office of the Friend of the Court as a 
resource for at-risk families. 

22. Approves time off requests from field services staff. 
23. Serves as Case Transfer Coordinator for the Friend of the Court office. 
24. Review client Ex Parte petitions and provides relevant information to the Court regarding 

the request. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of family and domestic relations law. 
2. Thorough working knowledge of the Social Security Act, Title IV, Part D; the Uniform 

Interstate Family Support Act; and other federal statutes pertaining to child support 
enforcement, child custody and the rights of non-custodial parents. 

3. Thorough working knowledge of the Michigan Friend of the Court Act (PA 294 of 1982); 
Michigan Child Custody Act (PA 91 0f 1970); and the child custody factors defined by the 
“Best interests of the child” provision thereof (MCL Sec.722.23). 

4. Thorough working knowledge of the Michigan Court Rules and State Court Administrative 
Office rules, regulations and requirements. 

5. Thorough working knowledge of Michigan Office of Child Support rules, regulations and 
requirements. 

6. Thorough working knowledge of case management practices and principles. 
7. Thorough working knowledge of sociology and family dynamics. 
8. Thorough working knowledge of social psychology. 
9. Thorough working knowledge of psychological assessment techniques and practices and 

ability to evaluate results of assessment instruments. 
10. Good working knowledge of the practices and principles of mediation and alternative 

dispute resolution. 
11. Excellent managerial and supervisory skills and thorough working knowledge of the 

principles and practices of management and supervision. 
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12. Computer literacy and familiarity with word-processing, spreadsheet, database 
management and other applications software. 

13. Excellent interpersonal and human relations skills. 
14. Excellent oral and written communication skills. 
15. Ability to interact positively and objectively with custodial and non-custodial parents, 

Child Protective Services representatives, prosecutors, attorneys, judges, law enforcement 
officers, officers of the court, and members of the general public from a wide range of 
cultural and socio-economic backgrounds and with varying levels of interpersonal 
communications skills. 

ASSISTANT FRIEND OF THE COURT – OPERATIONS 

ESSENTIAL JOB FUNCTIONS:  
1. Under the direction of the Friend of the Court, manages the case processing, financial 

accounting and financial enforcement functions of the Office. 
2. Administers policies and procedures for; participates in the hiring and termination of; 

provides training, schedules and work direction for; evaluates the performance of; and 
fulfills other supervisory responsibilities for employees engaged in performing income 
reviews and calculating the proper amounts for court-ordered child support; enforcement 
of court orders for payment of support; accounting; and provision of legal and clerical 
support services. May supervise or provide work direction to investigator staff during 
absences/unavailability of Asst. Friend of the Court – Fields Services. 

3. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

4. Drafts the annual Friend of the Court operating, personnel and capital budget proposals 
administers budgets and prepares budget adjustments; and prepares financial and operating 
reports. 

5. Prepares the annual Cooperative Reimbursement Contract, monitors incentive revenues, 
and prepares all required reports. 

6. Serves as local options administrator and local project coordinator for MiCSES, ensuring 
proper operation of hardware and software, assigning security access to the system, 
contacting the State to resolve technical problems, and performing other systems 
administration functions. 

7. Analyzes FOC case and financial management processes and practices to determine 
compatibility with MiCSES functionality and requirements, and recommends changes to 
local processes and procedures to ensure proper articulation with MiCSES. 

8. Participates in the design, development, testing, debugging and implementation of new 
MiCSES modules and/or upgrades, and County FOC information technology systems, 
including, document imaging applications. Serves as certified systems administrator for the 
document imaging system. 

9. Develops, implements and administers procedures and practices to ensure compliance with 
and proper enforcement of the provisions of Title IV-D, UIFSA and other federal and state 
statutes with respect to child support enforcement. 

10. Develops, implements, and administers practices and procedures to ensure accurate and 
timely accounting for all monies received by the Friend of the Court, and allocation of cash 
payments received from non-custodial parents to the proper current and arrearage support 
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accounts. 
11. Ensures all accounting procedures and practices comply with generally accepted 

accounting and auditing standards and practices, including GAAP and GASB, and federal 
and state Office of Child Support rules and regulations. 

12. Coordinates the tax offset program to divert federal and state income tax refunds to 
payment of child support arrearages, and ensures proper accounting for and transmission of 
tax offsets received to the State. 

13. Ensures the accurate preparation and transfer of daily cash deposits to the Treasurer's 
Office. 

14. Supervises the delivery of customer services to FOC clients requesting information and 
assistance required to initiate new cases, track the status of cases, request support order 
modifications, schedule appointments, and conduct other business with the Office. 

15. Supervises the maintenance of case files in order to ensure that investigators, data 
processing specialists, attorney/referees, judges, and other authorized parties have 
complete and accurate case information on which to base decisions and actions. 

16. Develops and implements quality assurance and quality control protocols for FOC case 
management and financial services; collects, compiles and analyzes data; and recommends 
changes in processes and workflow to improve efficiency. 

17. Prepares audit work papers and supervises other audit preparations, and assists State and 
Federal auditors as requested. 

18. Monitors new and pending federal and state legislation, rules, regulations, and 
administrative rulings with respect to the adjudication and enforcement of child and 
medical support; and ensures that all FOC operating policies, procedures practices are 
modified to maintain compliance. 

19. Participates in the development of proposals for submission to external agencies for grant 
and contract funding. 

20. Assists the Friend of the Court in developing organizational performance measures and 
drafting the Friend of the Court annual report. 

21. Prepares a variety of financial and operating reports for the County, Office of Child 
Support, SCAO, grant and contract funding agencies, and other internal and external 
audiences. 

22. Receives and responds to client complaints and concerns, explains financial and case 
processing policies and procedures and statutory requirements, and provides other 
information to clients. 

23. Approves time off requests for operations staff. 
24. Reviews client Ex Parte petitions and provides relevant information to the Court regarding 

the petitioner’s request. 
25. Serves as a resource for investigative staff in assessing and resolving complex case issues 

with respect to establishing terms and conditions for child custody and parenting time and 
mediating dispute between uncooperative parties. 

26. Interprets complex orders and assists Judicial Clerk I staff with Friend of the Court order 
approval process. 

27. May perform any and all functions of the subordinate classifications. Additionally, both 
Assistant Friend of the Court positions serve as the Friend of the Court in his/her absence. 
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REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of family and domestic relations law. 
2. Thorough working knowledge of Social Security Act, Title IV, Part D; the Uniform 

Interstate Family Support Act; and other federal statures pertaining to child support 
enforcement, child custody and the rights of non-custodial parents. 

3. Thorough working knowledge of standard accounting theory, principles and practices, 
including general ledger accounting. 

4. Thorough working knowledge of the principles and practices of fund accounting. 
5. Thorough working knowledge of the principles and practices of budget development and 

administration. 
6. Thorough knowledge of statutory and other legally mandated standards governing public 

sector accounting and auditing practices and financial accountability, including GAAP and 
GASB. 

7. Thorough working knowledge of the Michigan Court Rules and State Court Administrative 
Office rules, regulations and requirements. 

8. Thorough working knowledge of Michigan Office of Child Support rules, regulations and 
requirements. 

9. Excellent managerial and supervisory skills and thorough working knowledge of the 
principles and practices of management and supervision. 

10. Computer literacy and familiarity with word-processing, spreadsheet, database 
management and other applications software. 

11. Thorough working knowledge of the MiCSES operating system. 
12. Excellent interpersonal and human relations skills. 
13. Excellent oral and written communication skills. 
14. Ability to interact positively and objectively with custodial and non-custodial parents, 

Child Protective Services representatives, prosecutors, attorneys, judges, law enforcement 
officers, officers of the court, State auditors, and members of the general public from a 
wide range of cultural and socio-economic backgrounds and with varying levels of 
interpersonal communications skills. 

FAMILY SERVICES COORDINATOR 

ESSENTIAL JOB FUNCTIONS:  
1. Serves as Fiscal Officer of Ottawa County under the Uniform Budgeting and Accounting 

Act, MCL 141.421 et seq.  
2. Controls and directs the development and presentation of the annual budget request to the 

Board of Commissioners. 
3. Directs the implementation and control of approved operating, personnel and capital 

budgets. 
4. Collaborates with the County Administrator, department directors and elected officials in 

establishing funding priorities, determining service levels, maximizing revenue resources, 
and allocating budget resources. 

5. Collaborates with the County Administrator, Budget/Audit Manager, Planning and Grants 
Director and elected officials in developing short- and long-range financial objectives and 
plans for the County. 
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6. Provides advice and assistance to the County Building Authority and County departments 
in structuring bond financing options.  

7. Directs and participates in the development of short- and long-range fiscal forecasting 
models to project the demand for financial resources and the supply of revenue funds for 
alternative economic, demographic and other scenarios. 

8. In collaboration with the County Administrator and Budget/Audit manager, develops 
recommended responses to shortfalls in County revenues, cuts in state revenue sharing 
funds, and cancellations of, or reductions in, state grants and contracts for specific 
programs and activities.  

9. Ensures that all accounting and auditing practices and procedures comply with federal and 
state statutes, rules, regulations and requirements for government accounting, including, 
but not limited to, GAAP, GASB, FASB, OMB Circular A-87, OMB Circular A-133, and 
MCL 141.421 et seq. 

10. Directs the preparation of, and ensures the accuracy and timely delivery of, all internal and 
external financial statements, including the annual audit for the County and all component 
units. 

11. Evaluates and interprets the impact of new, pending and amended federal, state, and local 
legislation, rules and regulations governing accounting and financial reporting procedures 
and practices. 

12. Implements substantive and procedural changes required to ensure continuing compliance 
with Internal Revenue Service, Social Security Administration, Medicaid and Medicare, 
Employment Standards Administration, Michigan Department of Treasury and 
Unemployment Agency, Fair Labor Standards Act, and other statutory and regulatory rules 
and requirements. 

13. Ensures the integrity of the general ledger and subsidiary ledgers and records for 
completion of the annual audit.   

14. Completes analytical and compliance reviews for all posting to the general ledger. 
15. Reviews all accounts payable check registers, fixed asset purchases, payroll distributions, 

budget performance reports, budget exception reports, accounts receivable aged analysis 
reports, grant reports, and deferred compensation contributions. 

16. Reviews general ledger, accounts payable and payroll reports to monitor the status of the 
operating and capital budgets throughout the fiscal year and processes appropriate budget 
transfers 

17. Manages the auditing of all funds, and grants and contract accounting records to ensure 
that transactions have been allocated to correct funds and budget lines and comply with 
terms and conditions of the authorized budget allocations. 

18. Conducts data processing audits of financial records and identifies and recommends 
corrective actions for errors and nonconforming transactions. 

19. Directs and reviews all audit work papers and serves as primary contact for and provides 
requested assistance to external auditors. 

20. Directs preparation of required and requested budget reports, fiscal analyses and other 
financial reports. 

21. Directs and presents the department's annual report. 
22. Develops the Fiscal Services portions of the annual operating, personnel and capital budget 

requests and controls the department's operating, personnel and capital budgets.  
23. Develops the department's organizational performance measures. 
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24. Develops agenda items for the Finance and Administration Committee, and the Planning 
and Policy Committee and motions for presentation to the Board of Commissioners.  

25. Administers policies and procedures for; hires and terminates; provides training, schedules 
and work direction for; evaluates the performance of; and fulfills other supervisory 
responsibilities for employees engaged in the development and administration of 
budgeting, accounting and financial control policies, procedures and practices for all 
County departments.  

26. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

27. Directs the design, development, implementation, modification, maintenance and 
improvement of financial information systems. 

28. Coordinates and oversees activities pertaining to central purchasing services, preparation 
of proposal and bid documents, as well as those pertaining to central store, courier, 
supplier contracts, fleet management, equipment pool, public improvement fund and 
Building and Insurance Authorities. 

29. Initiates and participates in the development of County Policies and Procedures. 
30. Assists the County Administrator with long-range planning, including long-term revenue 

projects, developing and preparing for alternative scenarios, examining funding 
alternatives and researching related issues. 

31. Conducts internal audits of the various transactions to insure that entries to accounts are in 
compliance with the computerized accounting system.  Notifies the Administrator of 
improper accounting procedures and assists in the development of corrective actions.  
Reviews controls and procedures of financial systems to assure that expenditures do not 
exceed appropriations. 

32. Performs other functions as assigned. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of family and domestic relations law. 
2. Good working knowledge of Michigan Friend of the Court Act  (PA 294 of 1982), 

Michigan Child Custody Act (PA 91 of 1970), and the child custody factors defined by  the 
“Best interests of the child” provision thereof  (MCL Sec.722.23). 

3. Good working knowledge of the Michigan Court Rules and State Court Administrative 
Office rules, regulations and requirements. 

4. Thorough working knowledge of case management practices and principles. 
5. Thorough working knowledge of sociology and family dynamics. 
6. Thorough working knowledge of social psychology. 
7. Thorough working knowledge of psychological assessment techniques and practices and 

ability to evaluate result of assessment instruments. 
8. Good working knowledge of the practices and principles of mediation and alternative 

dispute resolution. 
9. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
10. Knowledge of public and private community resources available to clients. 
11. Excellent interpersonal and human relations skills. 
12. Excellent oral and written communication skills. 
13. Ability to interact positively and objectively with custodial and non-custodial parents, 
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Child Protective Services representatives, prosecutors, attorneys, judges, law enforcement 
officers, officers of the court, mental health practitioners, contractual investigators and 
members of the general public from a wide range of cultural and socio-economic 
backgrounds and with varying levels of interpersonal communications skills. 

FOC INVESTIGATOR 

ESSENTIAL JOB FUNCTIONS:   
1. When ordered by the Court to do so, investigates cases relative to the review and 

modification of child support, parenting time and custody. 
2. Interviews custodial and non-custodial parents, witnesses, family members, representatives 

from law enforcement agencies, and attorneys to obtain statements and gather information 
to locate absent parents, assess parenting skills and determine financial status. 

3. Applies the child custody factors as set forth in the Child Custody Act.   
4. Prepares reports of facts and findings and presents recommendations to the Court on 

custody and/or parenting time. 
5. Analyzes case data to determine, within established guidelines, the need for legal action to 

establish, enforce, or modify orders for support.  
6. Initiates legal action through the preparation of documents such as orders of examination, 

contempt actions, wage assignments, writs of execution, and subpoenas. 
7. Conducts extensive investigations to identify true income and financial and real assets of 

delinquent payors, employing a variety of search engines and research tools. 
8. Initiates enforcement actions through show cause motions, notice of income withholding 

orders, orders to seize assets, and filing liens on bank accounts and real property. 
9. Prepares evidence and testifies in court as necessary.  Serves as FOC representative and 

presents petitions at show cause hearings, Special Hearings before the Referee, De Novo 
hearings and Bench Warrant hearings.  Completes and submits order information to 
Judicial Clerk II’s for preparation of the order after hearing. 

10. Assists legal staff in preparing case data for prosecution and litigation. 
11. Conducts pre-hearing conferences with clients and/or their attorneys to resolve contested 

custody and parenting time issues and delinquent support payments through mediation; 
prepares stipulated orders resulting from successful mediation for the court. 

12. As assigned, conducts coordination conferences with parties filing for divorce, in order to 
mediate the provisions of the interim custody, parenting time and support orders. 

13. In the absence of an agreement, determines which party will have temporary custody, the 
parenting time schedule of the non-custodial parent, and the appropriate amount of 
support; prepares and signs orders. 

14. Mediates custody and parenting time disputes as requested by clients and/or in diversion 
conferences on motions to amend custody and parenting time orders or show cause for 
violations thereof. 

15. Refers clients to community resources, including counseling services, support groups, 
Community Action Agency, MiWorks!, job training, and other agencies. 

16. Reviews data processing reports to monitor client compliance with income support orders. 
17. Responds daily to client requests for information and explains the terms and conditions of 

court orders. 
18. May perform other functions as necessary to protect the interests and welfare of minor 
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children. 
19. May process all interstate registrations and enforcement requests from other States. 
20. Handles transfer files to and from other Michigan counties. 
21. May provide work direction to FOC Warrant Officer or Parent Locate Specialist. 
22. May assists clients in settling disputes regarding unpaid health care expenses or health 

insurance related issues through mediation and, in the absence of successful mediation, in 
hearings before the court.  Ensures that employers and third-party administrators comply 
with National Medical Support Notices issued to them in cases involving their respective 
employees/plan participants. 

23. May enforce the provisions of court orders establishing medical support for minor 
children. 

24. May collect employment, income and health insurance information from custodial and 
non-custodial parents, employers, third-party administrators and commercial insurers. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of family and domestic relations law. 
2. Good working knowledge of Social Security Act, Title IV, Part D; the Uniform Interstate 

Family Support Act; and other federal statures pertaining to child support enforcement, 
child custody and the rights of non-custodial parents. 

3. Thorough working knowledge of the SCAO Michigan Child Support Formula Manual. 
4. Good working knowledge of the Michigan Court Rules and State Court Administrative 

Office rules, regulations and requirements. 
5. Thorough working knowledge of Michigan Office of Child Support rules, regulations and 

requirements. 
6. Thorough working knowledge of case management practices and principles. 
7. Good working knowledge of the practices and principles of mediation and alternative 

dispute resolution. 
8. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
9. Good working knowledge of the MiCSES operating system. 
10. Good working knowledge of internet search engines and databases and other research tools 

for identifying non-custodial parent sources of income and assets. 
11. Knowledge of public and private community resources available to clients. 
12. Excellent interpersonal and human relations skills. 
13. Excellent oral and written communication skills. 
14. Ability to interact positively and objectively with custodial and non-custodial parents, 

Child Protective Services representatives, prosecutors, attorneys, judges, law enforcement 
officers, officers of the court, State auditors, and members of the general public from a 
wide range of cultural and socio-economic backgrounds and with varying levels of 
interpersonal communications skills. 

SUPERINTENDENT OF JUVENILE DETENTION 

ESSENTIAL JOB FUNCTIONS:  
1. Directs the operations of a comprehensive, detention facility designed to provide pre- and 

post-disposition, safe and secure short-term care and custody for juveniles who cannot be 
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placed in a less restrictive setting and who have violated the law, violated court orders and 
stipulations of probation, and/or who are waiting court-ordered placement.  

2. Designs, develops, implements, modifies and administers policies and procedures to ensure 
resident youth receive appropriate custodial, physical and mental health care, educational 
services, life-skills training and opportunities to develop social skills and behavioral 
control.  

3. Ensures staff participation in mandatory, continuing education and training and strictly 
adhere to all standards of professional practice and ethics.  

4. Ensures all facility operations and activities comply with Michigan Division of Child 
Welfare Licensing and American Corrections Association standards and requirements, as 
applicable.  

5. Collaborates with staff throughout Juvenile Services to design, develop, implement and 
improve programs and services to meet the Court's goals for at-risk youth in the juvenile 
justice system and to provide said youth with life-skills for successful community 
integration.  

6. Plans, develops and controls operating and capital budgets in conjunction with the Juvenile 
Services Director, develops and submits proposals to Juvenile Services Director for 
external funding; and develops proposals for innovative programs to improve outcomes for 
youth ordered to detention.  

7. Develops organizational performance measures in conjunction with the Juvenile Services 
Director.  

8. Drafts the Juvenile Detention Center's annual report.  
9. Identifies external funding opportunities and develops and/or directs the development of 

innovative proposals for submission to funding agencies.  
10. Develops and implements quality assurance and quality control protocols for programs and 

services.  
11. Collaborates with the Ottawa Area Intermediate School District (OAISD) to deliver 

programs of classroom academic instruction that provide transferable credit to residents' 
home schools.  

12. Administers and ensures compliance with federal, state and local statutes and requirements 
with respect to juveniles detained in youth facilities.  

13. Ensures strict maintenance of the security and integrity of the detention facility.  
14. Maintains communications and working relationships with parents, courts, attorneys, 

social service and mental health agencies, and other relevant agencies concerning the status 
of, and services for, residents.  

15. Administers policies and procedures; hires and terminates with Director’s and 20th Circuit 
Court Administrator’s approval; oversees training; oversees scheduling; evaluates staff 
performance; and fulfills other administrative responsibilities for employees engaged in the 
in the provision of custodial care, behavioral intervention, life-skills instruction, substance 
abuse prevention and other services for youth ordered to detention.  

16. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth.  

17. Coordinates placement of interns with caseworker, in conjunction with the Strategic Issues 
Team #1 Co-leader, as appropriate.  

18. Assists in the preparation of the Juvenile Community Intervention portion of the general 
fund and Child Care Fund budget  
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19. Performs other duties as assigned. 

REQUIRED KNOWLEDGE AND SKILLS:  
1. Thorough working knowledge of the principles and practices of public administration.  
2. Thorough working knowledge of the structure and operations of the juvenile justice 

system.  
3. Thorough working knowledge of managerial and supervisory principles and practices, 

especially as they apply to detention facilities.  
4. Thorough working knowledge of the theory, principles and applications of child 

developmental and behavioral psychology.  
5. Thorough working knowledge of the principles/practices of child and adolescent 

development and guidance counseling.  
6. Thorough working knowledge of treatment programs.  
7. Thorough working knowledge of federal, state and local statutes and regulations with 

respect to the involuntary detention of juveniles.  
8. Thorough working knowledge of the Michigan Court Rules.  
9. Thorough working knowledge of the principles and practices of teamwork.  
10. Thorough working knowledge of crowd control, crisis prevention and restraint techniques 

as they apply to detention centers.  
11. Extensive knowledge of public and private community resources available to juveniles.  
12. Good working knowledge of grant and proposal writing.  
13. Good working knowledge of budgeting principles and practices.  
14. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software.  
15. Excellent interpersonal and human relations skills.  
16. Excellent oral and written communication skills.  
17. Ability to gain the respect, confidence and cooperation of youth, and interact with at-risk 

youth from widely diverse cultural and socioeconomic backgrounds and with varying 
levels of social and interpersonal communications skills in a positive, patient and caring 
manner while maintaining appropriate discipline, boundaries and structure.  

18. Ability to interact positively and objectively with elected officials, judges, law 
enforcement officers, Court administration, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, media 
representatives and members of the general public from a wide range of cultural and socio-
economic backgrounds and with varying levels of interpersonal communications skills. 

ASST. SUPERINTENDENT OF JUVENILE DETENTION 

ESSENTIAL JOB FUNCTIONS:  
1. Administers facility’s policies and procedures; participates in the selection, hiring and may 

recommend termination of staff; supervises staff schedules and work direction; evaluates 
staff performance; administers discipline; and fulfills other supervisory functions for 
employees engaged in the custodial care and treatment of juveniles in detention who have 
violated the law, violated court orders/stipulations of probation and/or are waiting court-
ordered placement.  

2. Identifies goals and objectives for staff, providing opportunities for training and 
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development to facilitate professional/personal growth.  
3. Ensures staff comply with Michigan Division of Child Welfare Licensing and American 

Corrections Association standards of professional practice and ethics.  
4. Directs the daily operations of the facility, assisting in the development, implementation 

and administration of standard operating and procedural policies.  
5. Collaborates with staff throughout Juvenile Services to assist in the design, development, 

implementation and improvement of programs and services to meet the Court's goals for 
at-risk youth in the juvenile justice system.  

6. Participates in developing individualized behavior management plans for most difficult 
cases which are typically disruptive to the program.  

7. Participates in the assessment and reassessment of difficult cases and the development of 
recommendations to the court for alternatives.  

8. Ensures quality control protocols for programs and services are followed.  
9. Collaborates with community partners to develop and deliver support programs for youth 

in detention.  
10. Monitors high-risk residents, including those presenting high risk factors for suicide and 

those demonstrating high levels of verbal and physical aggression.  
11. Collaborates with K-12 school districts, OAISD, community and civic groups, and other 

community resources to develop programs and resources to support youth in successful 
reintegration into the community.  

12. Supervises the delivery of the Guided Group Interaction program.  
13. Responds to resident grievances with respect to policy, procedure and practice.  
14. Oversees the contractual service providers, including the food service, contractual medical 

services and program volunteers.  
15. Ensures compliance with federal, state and local statutes and requirements with respect to 

juveniles detained in youth facilities.  
16. Ensures strict maintenance of the security and integrity of the detention facility.  
17. Maintains communications and working relationships with parents, courts, attorneys, 

social service and mental health agencies, and other relevant agencies concerning the status 
of, and services for, residents.  

18. Performs other duties as assigned.  
19. Performs the duties of the Juvenile Detention Superintendent in his/her absence. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public administration.  
2. Thorough working knowledge of the structure and operations of the juvenile justice 

system.  
3. Thorough working knowledge of managerial and supervisory principles and practices.  
4. Thorough working knowledge of the theory, principles and applications of child 

developmental and behavioral psychology.  
5. Thorough working knowledge of the principles and practices of child and adolescent 

development and guidance counseling.  
6. Thorough working knowledge of youth intervention and treatment programs.  
7. Thorough working knowledge of federal, state and local statutes and regulations with 

respect to the involuntary detention of juveniles.  
8. Thorough working knowledge of the Michigan Court Rules.  
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9. Thorough working knowledge of the principles and practices of teamwork.  
10. Thorough working knowledge of crowd control, crisis prevention and restraint techniques.  
11. Extensive knowledge of public and private community resources available to juveniles.  
12. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software.  
13. Excellent interpersonal and human relations skills.  
14. Excellent oral and written communication skills.  
15. Ability to gain the respect, confidence and cooperation of youth, and to interact with youth 

with problems in a positive, patient and caring manner while maintaining appropriate 
discipline and structure.  

16. Ability to interact positively and professionally with at-risk youth from widely diverse 
cultural and socioeconomic backgrounds and with varying levels of social and 
interpersonal communications skills.  

17. Ability to interact positively and objectively with elected officials, judges, law 
enforcement officers, officers of the court, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, media 
representatives and members of the general public from a wide range of cultural and socio-
economic backgrounds and with varying levels of interpersonal communications skills. 

ADMINISTRATIVE AIDE 

ESSENTIAL JOB FUNCTIONS:  
1. Provides all clerical/technical support for the staff and programs of the Juvenile Detention 

Center.  
2. Prepares monthly schedules for staff, ensuring that proper ratios of staff to residents are 

maintained at all times; contacts on-call staff to cover unplanned staff absences.  
3. Collects time reports from all Detention Center employees, codes and enters data for 

biweekly payroll, and ensures that employees receive appropriate rates of pay for hours 
worked in temporary assignments in other classifications. 

4. Monitors hours worked by regular and temporary part-time employees to ensure that 
maximum authorized hours are not exceeded. 

5. Purchases operating and office supplies, resident clothing, toiletries, personal hygiene 
products and other goods and services for the Center. 

6. Provides resident health insurance data to providers for billing of medical services and 
processes bills for Superintendent authorization. 

7. Maintains personnel files. 
8. Prepares and transmits work orders for maintenance and repairs to Facilities Management; 

tracks work order disposition. 
9. Drafts correspondence as requested.  
10. Prepares a report required for State Michigan Division of Child Welfare licensing. 
11.  Receives and responds to requests for information from parents and guardians, attorneys, 

caseworkers, medical and mental healthcare practitioners, clergy, and members of the 
general public, and refers inquiries to appropriate staff members. 

12. Performs other functions as assigned.  
 



B.B.S: ANALYZING THE COURTS’ WORKFORCE   93

REQUIRED KNOWLEDGE AND SKILLS: 

1. Working knowledge of the juvenile justice system, Ottawa County Juvenile Services 
programs and Juvenile Detention Policy and Procedure. 

2. Fast and accurate keyboarding skills. 
3. Excellent customer service skills. 
4. Good working knowledge of office and records management principles and practices. 
5. Computer literacy, including thorough working knowledge of word processing, 

spreadsheet, desktop publishing, and database management applications software. 
6. Good working knowledge of office operations and standard business practices. 
7. Accurate mathematical skills. 
8. Good organizational skills and the ability to prioritize the workload. 
9. Good interpersonal skills and the ability to work collaboratively in a team environment and 

maintain confidentiality. 
10. Excellent written and oral communications skills. 

SHIFT SUPERVISOR 

ESSENTIAL JOB FUNCTIONS:  
1. Administers and ensures compliance with federal, state and local statutes and requirements 

with respect to juveniles detained in youth facilities. 
2. Ensures strict maintenance of the security and integrity of the detention facility during the 

assigned shift. 
3. Operates central control during assigned shift, strictly controlling ingress and egress 

throughout the Detention Facility. 
4. Monitors all activity within the Facility, watching real-time video streamed from remote 

camera throughout the facility to screens in central control and by walking the facility. 
5. Processes admissions to and discharges from the facility, ensuring that all admissions and 

discharges are properly documented and verified. 
6. Provide for the orientation for incoming youths. 
7. Provides for the intake of resident youth to compile social, emotional, educational and 

delinquency history in order to evaluate residents and recommend intervention and/or 
treatment strategies and referrals. 

8. Provides for the supervision of youth who present as high suicide risks or have serious 
medical conditions. 

9. Provides crisis intervention and management services within the facility. 
10. Initiates all required protocols and procedures to contain and control physical 

confrontations, group disturbances and other breaches of security. 
11. Initiates disciplinary actions for infractions and violations of rules and regulations by 

residents and staff. 
12. Reviews incident reports, conducts investigations, prepares reports of findings, and makes 

recommendations based thereon. 
13. Oversees supervised group activities; recreational, behavioral modification, and life skills 

programs for resident population. 
14. Administers prescription and non-prescription medications for youths detained in the 

facility, securing medications and logging dosages as necessary. 
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15. Maintains communications and working relationships with parents, courts, attorneys, 
social service and mental health agencies, and other relevant agencies concerning the status 
of, and services for, residents. 

16. Participates in the selection of; provides training, work assignments and work schedules 
for; reviews the performance of; and administers collective bargaining agreements, policies 
and procedures for subordinate staff who provide direct care and supervision for juveniles 
detained in the Juvenile Detention Center. 

17. Performs other duties as assigned. 
18. Authorizes detainment of youth and determines acceptance or nonacceptance of requests 

for placement of out of county youth. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of the theory, principles and applications of child and adolescent 

development and guidance counseling. 
2. Good working knowledge of youth intervention and treatment programs. 
3. Good working knowledge of the juvenile justice system and federal, state and local statutes 

and regulations with respect to the involuntary detention of juveniles. 
4. Good working knowledge of the Michigan Court Rules. 
5. Good working knowledge of the principles and practices of teamwork. 
6. Good working knowledge of crowd control, crisis prevention and restraint techniques. 
7. Knowledge of public and private community resources available to juveniles. 
8. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
9. Good interpersonal and human relations skills, as well as oral and written communication 

skills. 
10. Knowledge of supervisory principles and practices. 
11. Ability to gain the respect, confidence and cooperation of youth, and to interact with youth 

with problems in a positive, patient and caring manner while maintaining appropriate 
discipline and structure. 

12. Ability to interact positively and professionally with at-risk youth from widely diverse 
cultural and socioeconomic backgrounds and with varying levels of social and 
interpersonal communications skills. 

13. Ability to interact positively and objectively with judges, law enforcement officers, 
officers of the court, managers, supervisors, employees, external consultants and members 
of the general public from a wide range of cultural and socio-economic backgrounds and 
with varying levels of interpersonal communication skills. 

14. Must successfully complete standard first aid and CPR training within six months of date 
of hire. 

TREATMENT SERVICES MANAGER 

ESSENTIAL JOB FUNCTIONS:  
1. Administers policies and procedures; participates in the selection and hiring of staff; 

recommends termination of staff; provides training opportunities, evaluates staff 
performance; administers disciplinary actions; and fulfills other management functions for 
employees engaged in case management and therapeutic treatment for juveniles under 
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Court supervision for violations of the law, violations of court orders and/or status 
offenses. 

2. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional growth. 

3. Ensures all staff comply with the Michigan Judicial Institute's continuing education and 
training requirements and strictly adhere to all standards of professional practice and 
ethics. 

4. Directs the daily operations of Treatment Services, developing, implementing and 
administering standard operating policies and procedures to ensure juvenile offenders 
receive appropriate therapeutic interventions, and treatment plans/interventions comply 
with state licensing and policy requirements. 

5. Develops and implements treatment and juvenile drug treatment court programs. 
6. Serves as site manager for the Holland satellite site, ensuring staff and client safety and 

security, and maintaining consistency in the application of Treatment Services policies and 
procedures. 

7. Manages the delivery of services to juveniles participating in Choice, Juvenile Community 
Justice, and/or Juvenile Drug Court Treatment programs; clinical assessments; truancy 
interventions and the outdoor initiatives course. 

8. Provides leadership and facilitates juvenile Drug Treatment Court team meetings. 
9. Manages Treatment Services’ budget and the Juvenile Drug Treatment Court grant budget 

along with business functions. 
10. Serves as a resource for treatment and case management staff, providing consultation and 

assistance in assessing and diagnosing juveniles, developing goals, identifying and 
resolving treatment problems and modifying therapeutic strategies. 

11. Collaborates with staff throughout Juvenile Services to design, develop, implement and 
improve community-based, residential programs and services to meet the Court's goals for 
at-risk juveniles and to provide juveniles with life-skills for successful community 
integration. 

12. Participates in the assessment/reassessment of difficult cases and the development of 
recommendations to the Court for alternative dispositions and/or placements with the 
potential for better outcomes for adjudicated youth. 

13. Develops and implements quality assurance and quality control protocols for therapeutic 
treatment programs and services, compiling and analyzing data to evaluate program 
effectiveness and individual case outcomes. 

14. Collaborates with community partners to develop and deliver treatment intervention 
programs for youth under court jurisdiction and their respective families. 

15. Collaborates with K-12 school districts, Ottawa Area Intermediate School District 
(OAISD), contractual service providers, community service worksites, community and 
civic groups and other community resources to develop programs and resources to support 
youth in successful community-based treatment. 

16. Identifies external funding opportunities and develops grant and contract proposals for 
submission to funding agencies in conjunction with the Asst. Director and Director of 
Juvenile Services. 

17. Responds to requests and concerns of community resources cooperating in community-
based programs for juveniles under court supervision. 

18. Manages the outdoor initiatives (ropes) course, ensuring proper maintenance of the course 
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and certification of the course and staff. 
19. Maintains communications and working relationships with parents, courts, attorneys, 

social service and mental health agencies, contractual electronic monitoring services, and 
other relevant agencies concerning the status of, and services for, juvenile offenders. 

20. Coordinates placement of interns with treatment teams, in conjunction with the Strategic 
Issues Team #1 Co-leader, as appropriate. 

21. Assists in the preparation of the Treatment Services general fund and Child Care Fund 
budget. 

22. Participates as a member of the Administrative Team and other internal committees, as 
appropriate. 

23. Performs other duties as assigned. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public administration. 
2. Thorough working knowledge of the structure and operations of the juvenile justice 

system. 
3. Thorough working knowledge of managerial and supervisory principles and practices. 
4. Thorough working knowledge of the theory, principles and applications of adolescent, 

developmental and behavioral psychology. 
5. Thorough working knowledge of principles and practices of cognitive, behavioral, 

affective, and other treatment modalities as it applies to adolescents and their families. 
6. Thorough working knowledge of substance abuse prevention programs and principles, and 

drug and alcohol testing protocols. 
7. Thorough working knowledge of family and peer group dynamics and other sociological 

factors influencing juvenile and adolescent behavior. 
8. Thorough working knowledge of Michigan Juvenile Justice Benchbook and Michigan 

Court Rules. 
9. Thorough working knowledge of the Federal Juvenile Justice and Delinquency Prevention 

Act (JJDPA) of 1974, as amended. 
10. Thorough working knowledge of the principles and practices of team building. 
11. Extensive knowledge of public and private community resources available to juveniles and 

their families. 
12. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
13. Excellent interpersonal and human relations skills. 
14. Excellent oral and written communication skills. 
15. Ability to interact positively and professionally with at-risk youth from widely diverse 

cultural and socioeconomic backgrounds and with varying levels of social and 
interpersonal communications skills. 

16. Ability to interact positively and objectively with elected officials, judges, law 
enforcement officers, officers of the court, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, and 
members of the general public from a wide range of cultural and socio-economic 
backgrounds and with varying levels of interpersonal communications skills. 
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TREATMENT SPECIALIST 

ESSENTIAL JOB FUNCTIONS:  
1. Identify and implement strategies to effect improvements in individual and family 

psychological and social functioning within the structure of the juvenile justice system. 
2. Provides intensive therapy to juvenile offenders and their families in individual, group, and 

family sessions.  
3. Administers assessment instruments to diagnose psychological, emotional, behavioral, 

cognitive and other problems; establish goals for juveniles and their families, and develop 
treatment plans. 

4. Employs a range of clinical treatment therapies, including cognitive-behavioral, affective 
therapeutic and experiential interventions as appropriate to diagnoses and needs. 

5. Refers juveniles requiring treatment beyond the scope of Court programs to outside 
clinicians and treatment services. 

6. Provides crisis intervention services for juveniles and their families, assisting families to 
de-escalate conflict situations.  

7. Maintains clinical case files and case notes for proper documentation of juvenile 
assessments, diagnoses, progress and treatment services delivered. 

8. Administers interim assessment instruments to measure changes in client behavior and 
psychological, social and emotional functioning; evaluate client progress in achieving 
treatment goals; and recommend changes in treatment plans and strategies as needed.  

9. Participates in treatment teams and assessment of individual and group progress in 
achieving treatment goals. 

10. Develops placement recommendations to the Court for individual offenders, including 
foster care and other out-of-home community placements, as well as placement in in-
patient and residential treatment facilities. 

11. Collaborates with school administrators, teachers, mental health clinicians, caseworkers, 
probation officers, and community resources to develop and deliver community-based 
treatment, supervision and community-based aftercare programs for juveniles. 

12. Supervises experiential treatment exercises to teach pro-social and teamwork skills and 
develop improved self-esteem.  

13. Develops and delivers curricula in anger management, impulse control, parenting skills, 
conflict resolution, interpersonal communications and life skills. 

14. Establishes and maintains working relationships with a broad range of public and private 
community resources for treatment and post-treatment community integration of juveniles. 

15. Develops and delivers presentations on at-risk youth and the need to develop pro-social 
opportunities and resources to civic, community, business, educational and faith-based 
groups. 

16. May provide clinical supervision for undergraduate and graduate-level interns in criminal 
justice, psychology, sociology and/or social work. 

17. Performs other functions as required. 
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REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of developmental, abnormal and behavioral psychology and 

behavior modification principles and practices. 
2. Thorough working knowledge of the principles and practices of child and youth guidance 

and counseling. 
3. Thorough working knowledge of youth intervention and treatment programs. 
4. Thorough working knowledge of the Michigan Court Rules, Michigan, Juvenile Code and 

the Michigan Judicial Institute's Delinquency Bench Book. 
5. Thorough working knowledge of principles and practices of cognitive, behavioral, 

affective, and other treatment modalities. 
6. Thorough working knowledge of substance abuse prevention programs and principles, and 

drug and alcohol testing protocols. 
7. Thorough working knowledge of family and peer group dynamics and other sociological 

factors influencing juvenile and adolescent behavior. 
8. Thorough working knowledge of the juvenile justice system and federal, state and local 

statutes and regulations with respect to the involuntary detention of juveniles. 
9. Knowledge of public and private community resources available to juveniles. 
10. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
11. Thorough interpersonal and human relations skills. 
12. Thorough oral and written communication skills. 
13. Ability to gain the respect, confidence and cooperation of youth, and to interact with youth 

with problems in a positive, patient and caring manner while maintaining appropriate 
discipline and structure. 

14. Ability to interact positively and professionally with at-risk youth from widely diverse 
cultural and socioeconomic backgrounds and with varying levels of social and 
interpersonal communications skills. 

DIRECTOR OF JUVENILE SERVICES 

ESSENTIAL JOB FUNCTIONS: 
1. Under the direction of the Circuit Court Administrator, directs the development of short- 

and long-range plans and strategies to ensure the availability of programs and resources to 
reduce the incidence of juvenile delinquency, improve outcomes for youth already 
involved with the juvenile justice system, and protect and preserve the interests of victims 
of child abuse and neglect. 

2. Manages the development of policies, programs and practices to reduce the incidence of 
juvenile delinquency and prevent further escalation of juveniles into the juvenile justice 
system through intensive community-based supervision and treatment programs, effective 
case management services for youth and families, collaboration with community partners 
to provide on-going community support and services to promote and maintain pro-social 
behavior and successful life skills. 

3. Identifies potential sources of funding to supplement and expand County resources for 
programs and services and develops and/or supervises the development of funding 
proposals for submission to public and private funding agencies to support evidence-based 
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treatment and intervention programs and services. 
4. Develops and directs the administration of program evaluation studies to assess the 

efficacy of Juvenile Services programs and services in achieving objectives for youthful 
offenders in the Detention Center, in other residential placements, and in community-based 
programs, and for juvenile wards of the court. 

5. Develops and directs the implementation of quality assurance and quality control practices 
and protocols to ensure continuous improvement in the quality of programs and services 
delivered by Juvenile Services. 

6. Administers policies, procedures and collective bargaining agreements; hires and 
terminates; provides training, schedules and work direction; evaluates the performance; 
administers discipline; and fulfills other management and supervisory functions for 
employees engaged in providing custodial care, case management and therapeutic 
treatment for juveniles charged or ordered to detention and/or supervision and treatment 
for violations of the law, violations of court orders and/or status offenses; and engaged in 
providing foster care placements for wards of the court. 

7. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

8. Ensures all staff have access to in-service training and comply with continuing education 
and training requirements for continuing licensure and certification. 

9. Designs, develops, implements, administers, and directs the implementation and 
administration of policies and procedures to ensure that all programs, services and actions 
comply with the provisions of the Federal Juvenile Justice and Delinquency Prevention 
Act (JJDPA) of 1974, as amended; the Michigan Probate Act (PA 288 of 1939), as 
amended; State of Michigan Child Care licensing rules and regulations; American 
Corrections Association accreditation standards; Michigan Court Rules; and professional 
standards of practice and codes of ethics. 

10. Directs the development of the annual Juvenile Services operating, personnel and capital 
budget proposals for consideration by the Board of Commissioners and the County 
Administrator. 

11. Directs the financial operations of Juvenile Services and controls budgets. 
12. Identifies and assesses technological advancements and applications in Juvenile Services 

to ensure operational efficiency. 
13. Directs the facilities management and planning for Juvenile Services. 
14. Directs the administration of the Intensive Supervision Program in conjunction with the 

Sheriff’s Department. 
15. Directs the research, application and administration of Juvenile grants for the Court, 

including coordination with the County, budget management, grant adjustments, and 
progress reports. 

16. Drafts and administers County authorized contracts, including legal, out of county bed 
rental, program services, medical services and other contracts as required. 

17. Monitors new and pending federal and state legislation, rules, regulations, judic1al 
precedents and administrative rulings with respect to the adjudication, detention, care and 
treatment of juvenile offenders; child abuse and neglect; and foster care placements; and 
ensures that all Juvenile Services policies, procedures practices and programs are modified 
to maintain compliance. 

18. Prepares and delivers a variety of financial, program evaluation and other reports and 
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presentations to the Board of Commissioners, Court, Circuit Court Leadership Team, State 
Court Administrator's Office, Department of Human Services, external funding agencies, 
and other internal and external constituencies. 

19. Serves as Director of the Juvenile Drug Treatment Courts, ensuring efficient operations 
and delivery of quality, cost-effective treatment services to participants. 

20. Develops working relationships and collaborates with public and private sector community 
partners to address issues related to juvenile delinquency, substance abuse, child abuse and 
neglect, and supportive programs for at-risk children and youth. 

21. Ensures all case flow policies and procedures comply with Michigan Juvenile Justice 
Benchbook and Michigan Court Rules, and all juvenile case records are properly 
maintained. 

22. Serves as a member of the Circuit Court Leadership Team and the Juvenile Services 
Administrative Team. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public and court 

administration. 
2. Thorough working knowledge of the Federal Juvenile Justice and Delinquency Prevention 

Act (JJDPA) of 1974, as amended and the Michigan Probate Act (PA 288 of 1939), as 
amended. 

3. Thorough working knowledge of the structure and operations of the juvenile justice 
system. 

4. Thorough working knowledge of managerial and supervisory principles and practices. 
5. Thorough working knowledge of the theory, principles and applications of child, 

developmental and behavioral psychology. 
6. Thorough working knowledge of the State Court Administrator's Office rules, regulations 

and requirements, Michigan Juvenile Justice Benchbook, and Michigan Court Rules. 
7. Thorough working knowledge of the structure, principles and practices of drug treatment 

court programs. 
1. Thorough working knowledge of youth intervention and treatment programs. 
2. Extensive knowledge of public and private community resources available to at-risk 

juveniles and juvenile offenders during and after release from detention and/or supervision 
by the court. 

3. Computer literacy and familiarity with word-processing, spreadsheet, database 
management and other applications software. 

4. Thorough working knowledge of strategic planning. 
5. Through working knowledge of evaluation theory and its applications. 
6. Thorough working knowledge of program assessment and quality assurance principles, 

practices, protocols and instruments. 
7. Thorough working knowledge of proposal development and grant writing principles and 

practices. 
8. Excellent interpersonal and human relations skills. 
9. Excellent oral and written communications skills. 
10. Ability to interact positively and objectively with elected officials, judges, law 

enforcement officers, officers of the court, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, and 
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members of the general public from a wide range of cultural and socio-economic 
backgrounds and with varying levels of interpersonal communications skills. 

ASST. DIRECTOR OF JUVENILE SERVICES 

ESSENTIAL JOB FUNCTIONS:  
1. Manages personnel functions such as screening applicants, conducting employment 

interviews and recommending the hiring of staff; conducts and reviews performance 
evaluations and addresses employee relations matters with direct subordinates and staff. 

2. Assists in identifying annual training needs of the court. 
3. Drafts or oversees the drafting of, policies and procedures governing casework, programs 

and treatment operations. 
4. Assists in the administration of grants. 
5. Reviews Court procedures, policies and operations, and recommends modifications to the 

Director, as appropriate. 
6. Facilitates the collection of statistical data for special reports of the court; analyzes the 

data; identifies trends; and develops strategic plans for future operations 
7. Identifies, reviews and assists in complex matters of proper application of laws, court 

rules, policies and sensitive case issues. 
8. Functions as a court liaison with other courts, community organizations, law enforcement 

agencies, and other collaboratives, as directed. 
9. Supervises agreements and implementation of programs rendered by outside agencies to 

the court. 
10. Facilitates internal committees as necessary to ensure quality assurance. 
11. Assists the Director in the sourcing, development, fiscal management, reporting and other 

related administrative duties of grants. 
12. Assists the Director with budget preparation and management for the division, which 

includes the development of new programs, refinement and expansion of existing 
programs, staffing, training and materials based on critical data analysis. 

13. Monitors the administration of Child Care Fund budgets excepting the Juvenile Detention 
Center’s. 

14. Supervises the administrative functions of treatment programs, intake, probation and other 
casework services. 

15. Develops and coordinates the implementation of special projects as assigned. 
16. Supports the administration of the Intensive Supervision Program in conjunction with the 

Sheriff’s Department. 
17. Participates, supports and provides leadership through the Circuit Court’s strategic 

planning process. 
18. Assists the Director in the development and direction of Court’s the mid-management 

team. 
19. Supports the Court’s oversight of neglect and abuse cases. 
20. Participates in the planning and/or supports the application of technological advances 

within the Court. 
21. Supports the Detention Center and clerical support staff. 
22. Implements quality assurance and quality control practices and protocols to ensure 

continuous improvement in the quality of programs and services delivered by Juvenile 
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Services. 
23. Functions as the Director in his/her absence except for signatory power. 
24. Participates in the development of funding proposals for submission to public and private 

funding agencies to support evidence-based treatment and intervention programs and 
services. 

25. Develops, implements and administers standard operating policies and procedures to 
ensure that casework and treatment services comply with the provisions of the Federal 
Juvenile Justice and Delinquency Prevention Act (JJDPA) of 1974, as amended; the 
Michigan Probate Act (PA 288 of 1939), as amended; State of Michigan Child Care 
licensing rules and regulations; American Corrections Association accreditation standards; 
Michigan Court Rules; and professional standards of practice and codes of ethics. 

26. Serves as a member of the Juvenile Services’ Ad Team and other internal/external 
committees, providing leadership. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public and court 

administration. 
2. Thorough working knowledge of the Federal Juvenile Justice and Delinquency Prevention 

Act (JJDPA) of 1974, as amended and the Michigan Probate Act (PA 288 of 1939), as 
amended. 

3. Thorough working knowledge of the structure and operations of the juvenile justice 
system. 

4. Thorough working knowledge of managerial and supervisory principles and practices. 
5. Thorough working knowledge of the theory, principles and applications of child, 

developmental and behavioral psychology. 
6. Thorough working knowledge of the State Court Administrator's Office rules, regulations 

and requirements, Michigan Juvenile Justice Benchbook, and Michigan Court Rules. 
7. Thorough working knowledge of the structure, principles and practices of drug treatment 

court programs. 
8. Thorough working knowledge of youth intervention and treatment programs. 
9. Thorough working knowledge of the principles and practices of team building. 
10. Extensive knowledge of public and private community resources available to at-risk 

juveniles and juvenile offenders during and after release from detention and/or supervision 
by the court. 

11. Computer literacy and familiarity with word-processing, spreadsheet, database 
management and other applications software. 

12. Excellent interpersonal and human relations skills. 
13. Excellent oral and written communication skills. 
14. Thorough working knowledge of strategic planning. 
15. Through working knowledge of evaluation theory and its applications. 
16. Thorough working knowledge of program assessment and quality assurance principles, 

practices, protocols and instruments. 
17. Thorough working knowledge of proposal development and grant writing principles and 

practices. 
18. Ability to positively and objectively interact with elected officials, judges, law enforcement 

officers, officers of the court, managers, supervisors, employees, collective bargaining 
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representatives, external consultants, state and federal agency staff, and members of the 
general public from a wide range of cultural and socio-economic backgrounds and with 
varying levels of interpersonal communications skills. 

PROGRAMS SUPERVISOR 

ESSENTIAL JOB FUNCTIONS:  
1. Designs, develops, coordinates the implementation, and evaluation of programs and 

services to prevent further escalation of juveniles in the juvenile justice system. 
2. Collaborates with community partners to develop program content and format; develop 

operating policies and procedures; determine participant and program performance 
indicators; secure program sites; and make other logistical arrangements. 

3. Serves as County liaison to the CASA program, which provides volunteer advocates for 
child abuse and neglect victims whose cases are being adjudicated, and participates on 
CASA committees and boards to ensure the interests of abused and neglected children are 
preserved and protected. 

4. Collaborates with the Cooperative Extension’s program coordinator in the training of adult 
volunteers for the Journey Mentoring program to serve as mentors for at-risk youth in the 
community or as visitors for youth in Detention. 

5. Locates potential foster homes and matches juveniles to appropriate foster care placements. 
6. Licenses and supervises Court foster homes. 
7. Serves as liaison between the Court, foster homes, and contractual service providers for 

youth placed in foster homes. 
8. Collects, compiles and evaluates assessment data for substances abuse treatment, property 

crime, assault, victim impact, sex offender and foster care programs. 
9. Recommends program modifications to contractual service providers and community 

partners to improve cost-effectiveness of programs. 
10. Collects, compiles, analyzes and evaluates data for use in performance-based budgeting. 
11. Monitors assigned program budgets. 
12. Participates in the development of grant-funding proposals, providing statistical data and 

other supporting documentation for funding agencies. 
13. Collects, compiles and enters statistical data into the database for grant reporting. 
14. Assists in the preparation of the general fund and Child Care Fund budgets. 
15. Coordinates the annual audit of the County's State Child Care funds, providing data and 

assisting State auditors, as requested. 
16. Drafts proposals, recommendations and reports for current and prospective programs and 

services. 
17. Coordinates a variety of special projects with community partners, including Adoption 

Day. 
18. Performs other functions as required. 
19. Supports the Casework Manager and Treatment Services Manager in his/her absence, as 

needed. 
20. Participates as a member of the Administrative Team and other internal/external 

committees representing special programs, specific statistical reports, foster care and the 
Court, in general. 

21. Facilitates Resource Team, contributing towards feasible and effective solutions for youth 
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in the Court system. 
22. Coordinates the Court’s Victim Support Services program, acting as a liaison between the 

victim, Prosecutor’s Office and the Court in an effort to assist victims of juvenile crime. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of developmental, abnormal and behavioral psychology and 

behavior modification principles and practices. 
2. Thorough working knowledge of youth intervention and treatment programs. 
3. Thorough working knowledge of the Michigan Court Rules, Michigan Juvenile Code and 

the Michigan Judicial Institute's Delinquency Bench Book. 
4. Thorough working knowledge of family and peer group dynamics and other sociological 

factors influencing juvenile and adolescent behavior. 
5. Thorough working knowledge of the juvenile justice system and federal, state and local 

statutes and regulations with respect to the involuntary detention of juveniles. 
6. Thorough working knowledge of program development principles and practices. 
7. Good project management skills. 
8. Thorough working knowledge of quality assurance practices and protocols. 
9. Good working knowledge of applied statistics. 
10. Knowledge of public and private community resources available to juveniles. 
11. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
12. Good analytical and quantitative skills. 
13. Good interpersonal and human relations skills. 
14. Good oral and written communication skills. 
15. Ability to interact positively and objectively with elected officials, judges, law 

enforcement officers, officers of the court, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, and 
members of the general public from a wide range of cultural and socio-economic 
backgrounds and with varying levels of interpersonal communications skills. 

CASEWORK SERVICES MANAGER 

ESSENTIAL JOB FUNCTIONS: 
1. Administers policies and procedures for Casework Services/ISP; participates in the 

selection and hiring of staff; recommends termination of staff; provides training 
opportunities, evaluates the staff performance; administers disciplinary actions; and fulfills 
other management functions of employees engaged in case management for juveniles 
charged or under Court supervision for violations of the law, violations of court orders 
and/or who are waiting court-ordered placement. 

2. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

3. Ensures all staff comply with the Michigan Judicial Institute's continuing education and 
training requirements and strictly adhere to all standards of professional practice and 
ethics. 

4. Directs the daily operations of Casework Services, developing, implementing and 
administering standard operating policies and procedures to ensure juvenile offenders 
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receive appropriate community-based supervision, mental health care, educational 
services, life-skills training and opportunities to develop social skills and behavioral 
control. 

5. Develops and implements standard operating policies and procedures to ensure wards of 
the court are placed in appropriate, safe, supportive environments. 

6. Collaborates with staff throughout Juvenile Services to design, develop, implement and 
improve community-based and residential programs and services to meet the Court's goals 
for at-risk youth involved with the Court and to provide juveniles with life-skills for 
successful community integration. 

7. Participates in the assessment/reassessment of difficult cases and the development of 
recommendations to the Court for alternative dispositions and/or placements with the 
potential for better outcomes for subject juveniles. 

8. Develops and implements quality assurance and quality control protocols for case 
management programs and services, compiling and analyzing data from the web-based 
case management system to evaluate program performance and individual case outcomes. 

9. Collaborates with community partners to develop and deliver support programs for youth 
under court jurisdiction who have little, if any, supportive resources. 

10. Conducts periodic case reviews with Caseworkers and recommends dispositional changes 
for youth who fail to comply with the terms and conditions of their respective court orders. 

11. Collaborates with K-12 school districts, OAISD, contractual service providers, community 
service worksites, community and civic groups, and other community resources to develop 
programs and resources to support youth in successful community-based programs. 

12. Assumes gate-keeping responsibility for the Detention Center to prevent overcrowding and 
manage the flow of residents in and out of detention in compliance with State mandates. 

13. Identifies external funding opportunities and may assist in the development of grant and 
contract proposals for submission to funding agencies in conjunction with the Assistant 
Director and Director. 

14. Responds to requests and concerns of community resources cooperating in community-
based programs for juveniles under court supervision. 

15. Monitors the performance of contractual service providers and program volunteers. 
16. Administers and ensures compliance with federal, state and local statutes and 

requirements. 
17. Maintains communications and working relationships with parents, courts, attorneys, 

social service and mental health agencies, contractual electronic monitoring services and 
other relevant agencies concerning the status of, and services for, juvenile offenders. 

18. Participates on the Administrative Team as well as other internal and external committees, 
representing the Court. 

19. Assists in the drafting of the general fund and Child Care Fund budgets. 
20. Functions as a liaison with the County’s IT Dept. as it relates to the Court’s web-based 

case management system (CourtStream), facilitating special projects and/or enhancements. 
21. Coordinates placement of interns with caseworker, in conjunction with the Strategic Issues 

Team #1 Co-leader, as appropriate. 
22. Assists in the preparation of the Juvenile Community Intervention portion of the general 

fund and Child Care Fund budget. 
23. Performs other duties as assigned. 
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REQUIRED KNOWLEDGE AND SKILLS: 
1. Thorough working knowledge of the principles and practices of public administration. 
2. Thorough working knowledge of the structure and operations of the juvenile justice 

system. 
3. Thorough working knowledge of managerial and supervisory principles and practices. 
4. Thorough working knowledge of the theory, principles and applications of child, 

developmental and behavioral psychology. 
5. Thorough working knowledge of Michigan Juvenile Justice Benchbook and Michigan 

Court Rules. 
6. Thorough working knowledge of the Federal Juvenile Justice and Delinquency Prevention 

Act (JJDPA) of 1974, as amended. 
7. Thorough working knowledge of youth intervention and treatment programs. 
8. Thorough working knowledge of the principles and practices of team building. 
9. Extensive knowledge of public and private community resources available to juveniles 

during and after release from detention. 
10. Computer literacy and familiarity with word-processing, spreadsheet, database 

management and other applications software. 
11. Excellent interpersonal and human relations skills. 
12. Excellent oral and written communication skills. 
13. Ability to interact positively and professionally with at-risk youth from widely diverse 

cultural and socioeconomic backgrounds and with varying levels of social and 
interpersonal communications skills. 

14. Ability to interact positively and objectively with elected officials, judges, law 
enforcement officers, officers of the court, managers, supervisors, employees, collective 
bargaining representatives, external consultants, state and federal agency staff, and 
members of the general public from a wide range of cultural and socio-economic 
backgrounds and with varying levels of interpersonal communications skills. 

JUVENILE CASEWORKER 

ESSENTIAL JOB FUNCTIONS: 
1. Conducts pre-hearing and pre-adjudication/pre-disposition investigations for assigned 

delinquency cases, reviewing documentation and conducting interviews to establish 
school, work, social and criminal histories of juvenile offenders. 

2. Administers screening risk assessment instrument to determine formal or informal docket 
assignment of all petitions received from the Prosecutor's Office. 

3. Administers assessment instruments to assist in developing and implementing individual 
case plans to meet short and long term rehabilitative goals for assigned juveniles and their 
families.  

4. Initiates assigned cases by reviewing the social history of youth and interviewing the youth 
and his/her family, analyzing and interpreting social documents and interviewing 
representatives of schools, enforcement agencies, social service agencies, and others as 
necessary.  Prepares pre-dispositional reports in order to assist the court in determining the 
most appropriate disposition of each case. 

5. Develops and implements individual case plans for assigned youths designed to meet short 
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and long-term rehabilitative goals; modifies the plan as appropriate.  
6. Supervises juveniles placed on probation or on informal supervision.  Visits youths in the 

community (home, school, work) and at the court and counsels them on a variety of 
emotional, psychological and behavioral problems.  Monitors and evaluates the juvenile’s 
progress.  

7. Works collaboratively with school personnel, as necessary (social workers, teachers, 
psychologists, administrators).  May attend school board meetings, special education 
hearings and other school meetings; makes recommendations regarding the assessment of 
the juvenile on probation and disciplinary actions.  

8. Interviews parents of assigned juveniles and provides advice on how to improve the family 
situation and resolve conflicts.  Refers families to parenting classes, family therapy, and/or 
conflict resolution programs, as appropriate.  May refer families to other agencies to 
further assist them in dealing with family problems.  

9. Coordinates role of appropriate community agencies including substance and mental health 
treatment centers, residential programs, community service work, educational programs, 
psychological, sexual, and substance abuse evaluations, job placement and training, and 
various other agencies.  Coordinates the design and implementation of services to assigned 
youths with such agencies.  

10. Attends court hearings of assigned juveniles and responds to questions of the judge or 
referee.  Recommends dispositional alternatives to the court, including probationary terms, 
treatment programs, restitution, victims rights action, removal from the home or other 
actions.  Assumes responsibility for ensuring the disposition of the case is carried out and 
court orders are enforced.  

11. Explains court orders to juveniles and parents, step-parents, foster parents, guardians, 
and/or other family members with custodial responsibility for clients, including such 
requirements as registration as a sex offender; reporting to assigned caseworker for post-
disposition supervision or probation; payment of restitution; and/or participation in 
treatment programs, community service. 

12. Provides ongoing therapeutic interventions of assigned juveniles through family, 
individual, and group therapy and crisis resolution, providing advice on how to improve 
the family situation and resolve conflicts to delinquent juveniles and their families.  

13. Evaluates the juvenile’s needs and safety risk to the community and recommends 
placement decisions.  Considers alternative care and custody options including parent or 
guardian home, detention, foster placement, psychiatric or substance abuse treatment 
facility or any other appropriate placement. 

14. Maintains files on assigned cases to include all legal documentation, correspondence, 
evaluations, and other documentation related to the case.  

15. Conducts random drug testing of juveniles, including collecting urine samples, ensuring 
safety procedures and using field kit to evaluate results.  Performs preliminary breathalyzer 
tests on probationers.  Reports findings in the “Drug Test” section of CourtStream.   

16. Has frequent (verbal or written) interaction with law enforcement personnel in efforts to 
prevent and monitor juvenile delinquency, including participating in random searches of 
the juvenile’s person or residence, and working cooperatively on other issues of mutual 
interest (e.g., gang task force).  

17. May serve in a weekend on-call capacity for preliminary hearings for youth who have been 
detained for probation violations.  Prepares petitions when required for court.  Assesses 
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family and danger to community and youth, and makes recommendations to the court 
regarding detention, bond and/or conditions of release.   

18. Collaborates with Ottawa County Juvenile Detention Center staff to provide services for 
and monitor progress of clients ordered into detention. 

19. May direct local law enforcement jurisdictions to detain clients for violations of court 
orders.   

20. May transport probationers to appointments and/or court sponsored programs. 
21. Monitors electronic tether compliance and maintains equipment; facilitates hook-up, as 

necessary.  
22. In the absence of casework services manager, may be assigned designated responsibilities 

such as performing the detention gatekeeping function; attending meetings; and providing 
case management in the absence of co-workers.  

23. Enters case notes, contact and drug testing information; updates demographic information; 
prepares court orders, develops case plans, enrolls the juvenile in programs or classes, and 
sends alerts to others involved with the juvenile in the court’s Internet-based case 
management system (CourtStream). 

24. If assigned as a surveillance officer, performs random home visits and curfew checks 
(phone and/or in person), works a flexible and non-traditional schedule (including 
evenings and weekends) and collaborates with the assigned caseworker in monitoring the 
juvenile’s behavior and compliance with court orders.  

25. May investigate and provide recommendations to the Ottawa County Probate Court on 
minor guardianships and secret marriages.  May assess requests and make 
recommendations to the Ottawa County Clerk’s Office on emancipation and parental 
waivers. 

26. May participate as a member of various court and community collaborative efforts, 
including developing programs, training, grant writing and as a member of a strategic 
planning team.   

27. May assess and develop group-based programming and/or facilitate topic-based groups 
(e.g. gender specific).  

28. May supervise college level interns. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of developmental, abnormal and behavioral psychology and 

behavior modification principles and practices. 
2. Good working knowledge of the principles and practices of child and youth guidance and 

counseling. 
3. Good working knowledge of youth intervention and treatment programs. 
4. Good working knowledge of the Michigan Court Rules, Michigan Juvenile Code and the 

Michigan Judicial Institute's Juvenile Justice Benchbook. 
5. Thorough working knowledge of principles and practices of probation and case 

management, including graduated sanctions and treatment strategies. 
6. Thorough working knowledge of substance abuse prevention programs and principles, and 

drug and alcohol testing protocols. 
7. Good working knowledge of family and peer group dynamics and other sociological 

factors influencing juvenile and adolescent behavior. 
8. Good working knowledge of the juvenile justice system and federal, state and local statutes 
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and regulations with respect to the detention of juveniles. 
9. Knowledge of public and private community resources available to juveniles. 
10. Computer literacy and familiarity with Internet use, word-processing, spreadsheet, 

database management and other applications software. 
11. Good interpersonal and human relations skills. 
12. Good oral and written communication skills. 
13. Ability to gain the respect, confidence and cooperation of court-involved youth, and to 

interact with youth in a positive, patient and caring manner while maintaining appropriate 
discipline, boundaries and structure. 

14. Ability to positively and professionally interact with at-risk youth from widely diverse 
cultural and socioeconomic backgrounds with varying levels of social and interpersonal 
communications skills. 

SENIOR CASEWORKER 

ESSENTIAL JOB FUNCTIONS:  
1. Assigns new cases among caseworkers performing intake functions in order to balance 

overall caseloads; ensures that high-risk and high-profile offenders, including those 
charged with criminal sexual conduct, are equally distributed among caseworkers. 

2. Reviews orders of the court remanding juveniles to community-based treatment and 
supervision programs to match offenders with caseworkers with whom they have had 
previous contact, in order to provide continuity for clients. 

3. Reviews case intake assessments, psychological evaluations, over-all level of functioning, 
nature of offenses committed, school records, victim impact statements, caseworkers’ and 
treatment resource team evaluations to determine client treatment needs and appropriate 
service options. 

4. Collects, compiles, analyzes and reports monthly intake and processing data to the State 
Court Administrator's Office. 

5. Monitors disposition of cases and prepares a variety of additional reports for tracking, 
monitoring and quality assurance. 

6. Reviews terms and conditions of orders placing clients on house arrest and fits clients with 
electronic monitoring equipment (tether). 

7. Provides tether identification and approved location schedules for clients to contracted 
electronic monitoring service. 

8. Responds to client curfew/schedule violations, and may request local law enforcement 
jurisdictions to detain and transport violators to the Detention Center; files petitions for 
violation hearings and recommends disposition of violations to the Court. 

9. Maintains physical inventory of tether equipment and troubleshoots equipment as 
necessary. 

10. Receives invoices from contracted monitoring service and matches invoices to client 
billings for house arrest fees. 

11. In tandem with Intensive Supervision Program Officer, performs random home, school, 
and work-site visits, administers random alcohol and drug tests, and conducts random 
searches of clients and their residences. 

12. Supervises undergraduate interns. 
13. May recommend placements for juvenile offenders requiring intensive residential 
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treatment services. 
14. Performs any and all functions of the Caseworker classification for an assigned caseload of 

clients not subject to electronic monitoring. 

REQUIRED KNOWLEDGE AND SKILLS: 

1. Thorough working knowledge of the theory and application of developmental, behavioral 
and abnormal psychology. 

2. Thorough working knowledge of the theory and application of social psychology, 
sociology and family and group dynamics. 

3. Thorough working knowledge of the theory and practice of criminology. 
4. Thorough working knowledge of the Michigan Court Rules, Michigan Juvenile Code and 

the Michigan Judicial Institute's Delinquency Bench Book. 
5. Thorough working knowledge of the theory and practice of counseling and social 

casework. 
6. Thorough working knowledge of resources available to clients in the community. 
7. Computer literacy, including good working knowledge of word processing, spreadsheet 

and database management applications software. 
8. Thorough working knowledge of professional standards of ethics and practice. 
9. Commitment to providing the best possible services and outcomes for children and youth 

in the criminal justice system. 
10. Excellent interpersonal and human relations skills. 
11. Excellent oral and written communications skills. 
12. Ability to interact positively and professionally with children and youth, family members, 

treatment providers, volunteers, community representatives, school administrators and 
teachers, medical and mental health practitioners, attorneys, officers of the court and 
members of the general public from a wide range of cultural and socio-economic 
backgrounds and with widely divergent communications skills. 

JUVENILE REGISTER 

ESSENTIAL JOB FUNCTIONS: 
1. Supervises the activities of employees engaged in scheduling, providing customer services, 

performing caseflow management functions, receiving and accounting for all monies paid 
to the Court, administering court recording and providing other support for the litigation of 
domestic relations, juvenile delinquency, abuse and neglect, termination of parental 
rights/adoption and emancipation matters before the Court. 

2. Provides direct supervision for subordinate staff, including participation in selection, hiring 
and termination; training, scheduling and provision of work assignments; performance 
management; administration of policy and procedure; and administration of discipline. 

3. Identifies goals and objectives for subordinate staff and provides staff access to training 
and development opportunities to facilitate professional and personal growth. 

4. Develops, implements, maintains and modifies standardized operating policies and 
procedures for caseflow and records management, financial management, bond book 
maintenance, scheduling, customer services, and other administrative court functions. 

5. Ensures all hearings on petitions to detain juveniles are scheduled and convened within 24 
hours of juveniles being taken into custody. 
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6. Analyzes changes in Court policies and procedures required by new and pending 
legislation and changes in State Court Administrative Office and Secretary of State rules 
and regulations; implements appropriate modifications. 

7. Ensures the accurate and timely preparation and processing of all case documentation in 
compliance with the rules and requirements of the State Court Administrative Office. 

8. Assists and advises subordinate staff in processing complex cases and answering complex 
procedural questions from attorneys, law enforcement officers, litigants, victims, witnesses 
and other interested parties. 

9. Researches innovations and improvements in court technology and recommends specific 
changes in technology. 

10. Participates in the design, development, installation, testing, debugging and 
implementation of new Court information technology systems, including, but not limited 
to, e-business and document imaging applications. 

11. Supervises the financial operations of the Court, including cashiering, daily balancing and 
preparation of deposits, accounting, purchasing and collections. 

12. Prepares and submits all internal and external financial reports. 
13. Participates in the development and preparation of the annual Juvenile Services operating 

and capital budget requests, and monitors budget activity. 
14. Ensures compliance with all Michigan Court Rules governing juvenile records, records 

retention and the safe and secure custody and storage of archival records. 
15. Schedules visiting judges and ensures the availability of court staff and space. 
16. Secures the services of interpreters for hearing impaired and non-English speaking parties. 
17. Coordinates facilities maintenance, construction and alteration projects, placing and 

monitoring the disposition of work orders, and collaborating with Facilities Maintenance 
staff on floor plans, equipment and design issues for alterations. 

18. May perform any and all functions of the positions supervised as necessary to ensure 
proper caseflow and timely litigation of cases in the Court. 

19. Coordinates placement of interns with caseworker, in conjunction with the Strategic Issues 
Team #1 Coleader, as appropriate. 

20. Assists in the preparation of the General Fund portion of the budget. 
21. Participates on the Administrative Team and other internal as well as external committees 

representing the respective supervisory areas and/or the Court. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of Michigan Court Rules and Michigan Juvenile Justice 

Benchbook. 
2. Good working knowledge of court administrative procedures and practices. 
3. Good working knowledge of family court processes. 
4. Working knowledge of the principles and practices of supervision. 
5. Good working knowledge of accounting principles and practices. 
6. Thorough working knowledge of privacy requirements related to juvenile court records. 
7. Computer literacy and facility in the use of word processing, spreadsheet and database 

management applications. 
8. Good working knowledge of document imaging systems and protocols and practices. 
9. Good time management and organizational skills. 
10. Good oral and written communications skills. 
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11. Excellent interpersonal and human relations skills. 
12. Ability to interact positively and professionally with judges, attorneys, prosecutors, law 

enforcement officers, employees, community and business representatives, defendants, 
families of juvenile offenders, Protective Services workers, other parties to litigation and 
members of the general public with widely divergent socio-economic and cultural 
backgrounds and varying levels of communication skills. 

REIMBURSEMENT SPECIALIST 

ESSENTIAL JOB FUNCTIONS: 
1. Invoices parents, guardians and other custodial agents for court-ordered fines, costs and 

fees, including supervision fees, costs for treatment services provided by contractual 
agencies, and other program fees. 

2. Invoices parents, guardians and other custodial agents for room, board and uninsured 
medical, dental and vision care for juveniles in the Detention Center and for the costs of 
foster care and other residential placements. 

3. Initiates petitions to the court for orders for reimbursement of costs from adoption 
subsidies, foster care subsidies, Social Security and child support payments to parents and 
other legal custodians of juveniles housed in the Detention Center or in other residential 
facilities. 

4. Bills Medicaid, commercial insurers and other third-party payors for medical care provided 
to juveniles in the Detention Center and other residential placements. 

5. Receives payments for fees, fines, cost, restitution, room, board and medical services; 
issues receipts, and credits payments to proper juvenile/payor accounts. 

6. Verifies all cash, check and credit card transactions, balances against the daily register 
report, and updates the cash receipt ledger. 

7. Prepares and reconciles daily deposit of all monies received by Juvenile Services, 
including Medicaid payments and commercial insurance payments. 

8. Prepares monthly billing statements for unpaid account balances. 
9. Monitors aged receivables accounts and prepares past due notices. 
10. Establishes payment plans with payors for past due accounts and monitors compliance 

with agreements. 
11. Initiates collections actions by third-party collections agent for delinquent accounts as 

appropriate. 
12. Prepares motions for wage garnishments for payment of delinquent account balances. 
13. Performs all accounting functions for the County's State Child Care Fund allocation, 

ensuring that all expenditures charged to the fund for juveniles in Detention and Intensive 
Supervision are eligible and correctly apportioned between the State and the County. 

14. Prepares monthly Child Care Fund budget reports for the County and the State. 
15. Provides caseworkers with outstanding account balance information for juveniles awaiting 

discharge from the jurisdiction of the court, identifying charges that must be paid before 
discharge and charges that may be waived. 

16. Assists customers on the phone and at the counter, explaining Court policy and procedures 
for domestic relations, juvenile delinquency, abuse and neglect, termination of parental 
rights/adoption and emancipation matters and Court orders. 

17. Assists parents, guardians, schools, law enforcement agencies, caseworkers and other duly 
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authorized parties to obtain appropriate information concerning juvenile offenders and 
wards of the court. 

18. Fingerprints juveniles as ordered by the court. 
19. Performs other functions as assigned. 

REQUIRED KNOWLEDGE AND SKILLS: 
1. Good working knowledge of standard accounting principles and practices. 
2. Good working knowledge of the principles and practices of fund accounting. 
3. Good working knowledge of statutory and other legally mandated standards governing 

public sector accounting and auditing practices and financial accountability, including 
GAAP and GASB. 

4. Good working knowledge of Michigan Court Rules and Michigan Juvenile Justice 
Benchbook 

5. Computer literacy, including thorough working knowledge of spreadsheet, database, and 
accounting applications software. 

6. Good customer service skills. 
7. Good oral and written communications skills. 
8. Good interpersonal and human relations skills. 
9. Ability to interact positively and professionally with judges, attorneys, prosecutors, law 

enforcement officers, employees, community and business representatives, defendants, 
parents and other custodians of juvenile offenders, Protective Services workers, other 
parties to matters before the court, third-party collections agent, and members of the 
general public with widely divergent socio-economic and cultural backgrounds and 
varying levels of communication skills. 
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Appendix D 
 
The following survey instrument was designed to obtain perceptions from the Courts’ 
administrative team members and judges on all aspects of the succession planning process – from 
strategic planning and readiness for succession planning to workforce analysis to concepts on 
implementation.  The questions that pertain to workforce analysis are from question 9 to 21. 
 

Building Bench Strength: Judges and Management Survey With Responses 
 

1. It is important to develop/maintain high performance trial courts in Ottawa 
County. 

     
Strongly Agree  19   
Agree  1   
Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     

2. Ottawa County trial courts should have the best qualified/trained staff in all key 
positions. 

     
Strongly Agree  18   
Agree  2   
Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     

3. Vacant trial court positions should be filled by internal candidates, if well qualified 
(i.e., have the knowledge, skills and abilities to perform successfully). 

     
Strongly Agree  8   
Agree  9   
Neither Agree nor Disagree  0   
Disagree  3   
Strongly Disagree  0   

     

4. Current recruitment and hiring practices are optimal (i.e., these practices ensure the 
best qualified candidate is hired/promoted). 

   
Strongly Agree  2 
Agree  11 
Neither Agree nor Disagree  4 
Disagree  3 
Strongly Disagree  0 
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5. The trial courts should provide professional development opportunities for staff. 

Opportunities related to current position 
Strongly Agree  15   
Agree  5   
Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     
Opportunities related to possible promotions 
Strongly Agree  10   
Agree  10   
Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     

6.  Judges,  administrators  and  supervisors  should  support/assist  with  the 
professional development of employees. 

     
Strongly Agree  16   
Agree  4   
Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     

7.  If  resources  are  limited,  it  is  appropriate  to  offer  professional  development  to  high 
potential/high performance employees and not others. 

     

Strongly Agree  1   
Agree  8   
Neither Agree nor Disagree  3   
Disagree  8   
Strongly Disagree  0   

     
8. Succession planning should be driven,  in part, by  recognition  that employees have a 
stake in the organization and share its successes. 

     
Strongly Agree  7   
Agree  12   
Neither Agree nor Disagree  0   
Disagree  1   
Strongly Disagree  0   
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9. Based on the definition of key positions, should any existing positions be added to the 
list? 

Yes  3 
No  11 
Don't Know  6 

     

10. Referring to the list of key positions and respective job descriptions, do any 
job descriptions need modification to accurately reflect the position? 

     
Yes  2 
No  14 
Don't Know  4 

     
11. Should any key positions be consolidated? 

Yes  8   
No  5   
Don't Know  7   

     
12. Should any key positions be eliminated within the Courts? 

     
Yes  7   
No  9   
Don't Know  4   

     
13. Should any key positions be privatized? 

     
Yes  2   
No  14  
Don't Know  4   

     
14. Is there adequate workload to justify each key position? 

     
Yes  9   
No  4   
Don't Know  7   

     
15. Should any key position be reclassified? 

     
Yes  5   
No  8   
Don't Know  7   
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16. Are any job descriptions likely to change within the next year? 

     
Yes  1   
No  13   
Don't Know  6   

     

17.  Is each key position consistent with  the Courts' Strategic Plan and Mission 
Statement  (i.e., "To administer  justice and restore wholeness  in a manner that 
inspires public trust")? 

     
Yes  19   
No  0   
Don't Know  1   

     
18. Do current key positions match the future needs of the Court? 

     
Yes  16   
No  1   
Don't Know  3   

     

19. Collectively,  the key positions are  intended  to  represent a  full spectrum of 
services and functions of the Courts. Are there any gaps in services/functions not 
represented by the identified key positions? 

     
Yes  2 
No  14 
Don't Know  4 

     

20. Are any staff prepared to move into key positions as needed? 
     

Yes  11   
No  1   
Don't Know  8   

     

21. Judges and Leadership Team members understand the need to identify and prepare 
successors for key positions. 

     
Strongly Agree  2   
Agree  15   
Neither Agree nor Disagree  2   
Disagree  1   
Strongly Disagree  0   
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22. Succession planning is guided by a philosophy that high potential staff should be 
developed while working rather than primarily by off –the‐job experiences. 

     
Strongly Agree  3   
Agree  11   
Neither Agree nor Disagree  5   
Disagree  1   
Strongly Disagree  0   

     
23. Succession planning has prompted the Courts to focus developmental programs 
on  increasing the familiarity of high potential staff with who does what, when they 
do it, why they do it, and how they do it. 

     
Strongly Agree  5   
Agree  9   
Neither Agree nor Disagree  4   
Disagree  2   
Strongly Disagree  0   

     

24.  Succession  planning  is  supported  by  career  paths  that  move  not  only  up  a 
specialized ladder, but across a continuum of professional competence. 

     
Strongly Agree  6   
Agree  8   
Neither Agree nor Disagree  4   
Disagree  2   
Strongly Disagree  0   

     

25. Technical competencies of staff are best identified through the recruitment and 
hiring process. 

     
Strongly Agree  0   
Agree  6   
Neither Agree nor Disagree  6   
Disagree  7   
Strongly Disagree  1   

     

26. In addition to technical competencies, behavioral competencies are important to 
court operations. 

     
Strongly Agree  15   
Agree  5   
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Neither Agree nor Disagree  0   
Disagree  0   
Strongly Disagree  0   

     

27. Performance reviews are helpful with  identifying  in‐house talent (i.e., technical 
and behavioral competencies). 

   
Strongly Agree  6 
Agree  10 
Neither Agree nor Disagree  2 
Disagree  2 
Strongly Disagree  0 

   

28.  Performance  reviews  should  include  individual  development  plans  aimed  at  improving  current 
competencies. 
 
Strongly Agree  10 
Agree  9 
Neither Agree nor Disagree  0 
Disagree  1 
Strongly Disagree  0 

   
29. Goals in individual development plans should be prioritized based on: 

 
Individual career goals and development interests 
Strongly Agree  6 
Agree  14 
Neither Agree nor Disagree  0 
Disagree  0 

Strongly Disagree  0 
   

Organizational needs to fill key positions 
Strongly Agree  6 
Agree  12 
Neither Agree nor Disagree  1 
Disagree  1 
Strongly Disagree  0 

   
Available resources 
Strongly Agree  2 
Agree  15 
Neither Agree nor Disagree  2 
Disagree  1 
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Strongly Disagree  0 
   

30. Employees seek careers with the Court for these reasons: 
 

Passion for justice 
Strongly Agree  1 
Agree  8 
Neither Agree nor Disagree  8 
Disagree  3 
Strongly Disagree  0 
   
Desire to work for the Court 
Strongly Agree  2 
Agree  11 
Neither Agree nor Disagree  6 
Disagree  1 
Strongly Disagree  0 

   
Salary/Benefits 
Strongly Agree  10 
Agree  8 
Neither Agree nor Disagree  2 
Disagree  0 
Strongly Disagree  0 

   
Location/Community 
Strongly Agree  6 
Agree  11 
Neither Agree nor Disagree  3 
Disagree  0 
Strongly Disagree  0 

   
Making a difference in client's lives 
Strongly Agree  5 
Agree  10 
Neither Agree nor Disagree  4 
Disagree  1 
Strongly Disagree  0 

   

31. The Courts have adequate resources to train and develop current staff for promotion to key positions. 
   

Strongly Agree  0 
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Agree  6 
Neither Agree nor Disagree  3 
Disagree  11 
Strongly Disagree  0 

   

32. Tuition reimbursement is an important component of an employee training and development program. 
   

Strongly Agree  12 
Agree  5 
Neither Agree nor Disagree  3 
Disagree  0 
Strongly Disagree  0 

   

33. It is important for the Court to develop and maintain a reputation as an employer of choice. 
   

Strongly Agree  13 
Agree  7 
Neither Agree nor Disagree  0 
Disagree  0 
Strongly Disagree  0 

   
34. What concerns, if any, do you have about succession planning? 

 
It is a difficult concept for staff to grasp and it requires significant work to be successful. 
Other comments available by request. 
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