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DISTRICT COURT 
ADMINISTRATOR 
Employment Opportunity 

 
 
 

The Pierce County District Court Administrator works toward accomplishing the 
Court’s mission of promoting respect for law, society and individual rights; providing an 
open, accessible, and effective forum for the resolution of disputes in a just, efficient, 
and timely manner; and assuring the dignified and fair treatment of all parties. 

 
 
 
 
 
 

Pierce County, Washington State 
APPLY ONLINE AT www.piercecountywa.gov/dca 

http://www.piercecountywa.org/dca
http://www.piercecountywa.org/DcA


 
 
 
 

DISTRICT COURT ADMINISTRATOR 

NATURE & SCOPE 
 

The Court Administrator must be an 
effective leader with a commitment 
to justice, the independence 
of the Judicial Branch, and the 
demonstrated ability to work 
collaboratively with elected state 
and local government officials, 
members of the private sector, 
and court staff. The Administrator 
functions independently and 
with other members of the 

administrative team to develop 
programs, projects, and services 
that contribute to the Court’s 
mission. 

 
The Court Administrator works 
with the management team to 
identify the resources necessary 
to implement these programs, 
projects and services and 
develops the plans necessary 

for their implementation. The 
Administrator monitors the 
operations of the Court to develop 
better ways to achieve the Court’s 
mission. 

The Court Administrator works 
under the supervision and general 
direction of the Presiding Judge, and 
serves at the pleasure of the eight 
elected Judges. 

 
 

 
COMPENSATION 
& BENEFITS 

 
The annual salary range is $118,669.92 - $160,266.68  depending on experience 
and qualifications. Benefits include comprehensive medical, dental, vision and 
life insurance, public employee retirement system. contributions, holiday, 
vacation, and sick leave. 

 
 
 

ESSENTIAL FUNCTIONS 

 
Develop and maintain effective working relationships with representatives of the executive and legislative 
branches of county government, and represent and negotiate on behalf of the District Court as an independent 
third branch of government with local and state legislative and executive branch agencies. This includes: 
representing the District Court on local, state, and federal intergovernmental work-groups, committees, and 
task forces; negotiating the Court’s position with public and private agencies and organizations; 
strengthening the Court’s relationships with the media, community, and other branches of government; and 
negotiating with funding sources. 

 
Direct and support court staff by: overseeing personnel management, including personnel policy direction, 
management, performance appraisals, union contract issues, and all other personnel matters; striving 
to maintain excellent working relationships with judges and court managers; serving as an internal 
organizational consultant in technical and administrative matters; directing the selection, supervision, and 
evaluation of court staff; overseeing the preparation and monitoring of the Court’s budget; and facilitating 
the training of court managers; and promoting collegiality and effective working relationships with and 
among judges of the court. 
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KNOWLEDGE & SKILLS 
DEMONSTRATED KNOWLEDGE OF: 

• Court and justice system 
environments; 

• advanced principles and 
practices of public sector 
planning, budgeting, 
policy-making, leadership, 
performance measurement, and 
management; 

• Intergovernmental and inter- 
organizational relationships; 

• Separation of powers among 
government branches; 

• Principles of team-building, 
personnel management, 
mentoring, and supervision; 

• Information, 
telecommunications, and 
records management 
technology; and 

• Customer service, media and 
public relations concepts and 
techniques. 

 

DEMONSTRATED SKILL IN: 

• Consensus building, mediating 
and resolving complex, 
controversial, and potentially 
divisive issues; 

• Working effectively with judges 
and other elected officials; 

• Effective problem-solving; 

• Interpersonal relations; 

• Negotiating, persuasive and 
patient communication; 

• Priority setting; 

 

  

 

• Meeting and group facilitation; 

• Strategic thinking; 

• Making critical decisions involving 
complex issues; 

• Working collaboratively and using 
teams; 

• Effective listening; 

• Effective writing and speaking 

• Working with diverse 
populations; 

 
• Supervising and evaluating 

professional, technical, and 
clerical staff; 

• Making recommendations on 
policy and developing, writing, 
and implementing court policies 
and procedures; and 

• Using a personal computer, 
electronic networks, and other 
information and communications 
technologies. 

Provide leadership, vision, and develop a long-term strategy for 
effective court services. This includes: developing and implementing 
a long-term strategic direction in collaboration with judges, court 
administrators and staff; identifying and initiating court innovations; 
developing administrative practices that promote the effective 
and efficient use of court resources; developing and overseeing 
compliance with organizational performance standards; overseeing 
the integration of strategic planning and budget preparation; 
motivating court personnel; and developing new sources of revenue. 

 
Facilitate the development and implementation of court-wide policies, 
and procedures with judges and court personnel. This includes: 
coordinating all court operations; and organizing, directing, and 
participating on committees, work groups, and task forces to identify, 
implement, and evaluate service delivery options, and court-wide 
polices, and procedures. 

 
   www.piercecountywa.gov/dca 
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MINIMUM REQUIREMENTS TO APPLY 

Apply Online 
  www.piercecountywa.gov/dca 

Graduation from a four-year college or university with major course work in Court Administration, Law, Business or Public 
Administration, or closely related field; and five or more years of administrative/management experience directly related to the 
duties of the position, or any combination of education/ experience which would clearly demonstrate the ability to perform the 
work. Master Degree preferred. 

 
 

 

 

 
APPLICATION PROCESS 

Persons interested in this position should submit the following information: a letter of interest 
specifically addressing the qualifications mentioned in this announcement and a current 
resume. Questions regarding  this recruitment should be addressed to Mary Ann (253) 798-
7788.   First interviews tentatively set for October 28, 2021.  

Pierce County is an equal opportunity employer strongly committed to enhancing the diversity 
of its workforce. We will provide assistance in the recruitment, application, and selection 
process to applicants with disabilities who request such assistance by calling (253) 798-7480. 

 
District Court     |   www.piercecountywa.gov/DistrictCourt |     930 Tacoma Ave S Room 239, Tacoma, WA 98402     |     (253) 798-253-7487 

 

From our world-class healthcare to our school districts and transportation, 
learn why Pierce County is a great place to live. Our unique combination of 
urban and rural areas create the perfect place to call home. 

 
Travel by land, air and water with the Port of Tacoma, Seattle-Tacoma 
International Airport and Pierce and Sound Transit’s rail and bus system. 

The Pacific Northwest is known for its rain. However, the temperate climate of 
Pierce County only averages 39.9 inches of rainfall a year (less than New york). 

 

Do you want to be an employee of Washington State’s second largest County? 
Do you want to work for an agency that makes a difference in people’s lives every 
day? Do you want to use your expertise to make a positive contribution to your 
community? 

 
Working for Pierce County you get to be a part of a large team of highly-motivated, 
innovative, and engaged employees working together to support a livable Pierce 
County. Whether you are supporting the development of safer communities, 
providing resource maintenance, administrative support, legal advocacy, or 
monitoring stormwater systems, you are an essential player on our team. 

             PLAY IN PIERCE COUNTY 

From the beautiful Tacoma Waterfront to Mt. Rainier and Chambers Bay, there 
are many places to explore and play in Pierce County. Pierce County is home to 
world famous museums like the emay Car Museum and the Museum of Glass. 
There is also a vibrant art scene where you can experience ballets, symphonies, 
live comedy, musicals, concert bands, popular music and other special events. 

http://www.piercecountywa.gov/DistrictCourt
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