
Civil Programs Manager 
Salem, OR | Full Time | REQ-100783 
 
Apply Here: https://oregon.wd5.myworkdayjobs.com/en-
US/SOR_External_Career_Site/job/Civil-Programs-Manager_REQ-100783  
 
Initial Posting Date:  
06/28/2022 

Application Deadline: 
07/24/2022 

Agency: 
Judicial Department 

Salary Range: 
$8,493 - $13,831/Month 

Position Type: 
Employee 

Position Title: 
Civil Programs Manager 

**Initial interviews will occur within 7 to 14 days after the application deadline.** 
 
Application Information, Tips, & Requirements 

• Workday times out after approximately 15 minutes of inactivity.  
• REQUIRED: A cover letter that demonstrates how you meet the Minimum 

Qualifications, Special Qualifications, and Requested Skills and Attributes, listed 
below.  

• Prepare your cover letter before starting your Workday application. 
• REQUIRED: a completed work history, either through your completion of the Job 

History (internal candidate) or Work Experience (external candidate) portion of 
your Workday profile, OR by attaching an updated resume. 

• Your cover letter and work history must demonstrate how you meet the Minimum 
Qualifications, Special Qualifications, and Requested Skills and Attributes, listed 
below. 

• You must follow all Instructions to be considered for this position. 
• Failure to provide a completed work history and cover letter will result in your 

removal from consideration. 
• REMOTE WORK ELIGIBLE:  Remote work may be available for this position.  All 

remote work assignments begin, end, or change only with administrative 
authority approval.  You must have reliable internet at home.  Position requires 
frequent use of video, instant message, email, and phone. 

 
Your next fulfilling career move awaits you with the Oregon Judicial Department! We 
encourage you to apply to be our new Civil Programs Manager if you enjoy… 

https://oregon.wd5.myworkdayjobs.com/en-US/SOR_External_Career_Site/job/Civil-Programs-Manager_REQ-100783
https://oregon.wd5.myworkdayjobs.com/en-US/SOR_External_Career_Site/job/Civil-Programs-Manager_REQ-100783


• Applying your civil law expertise to manage all civil law and self-represented 
litigant programs for reducing barriers to access justice services, statewide 

• Using and researching evidence-based best practices, and analyzing trends and 
emerging policy issues 

• Collecting and preparing information and statistics, then reporting outcomes 
• Determining the need for and recommending changes to program policies, 

business processes, or expectations. 
• Managing and developing a team of dedicated and committed staff. 

 
The position: 
We are recruiting for the new position of Civil Programs Manager to join us in the Civil 
and Criminal Programs Division (CCPD), part of the Office of the State Court 
Administrator (OSCA) within the Oregon Judicial Department (OJD).  Focused on civil 
programs and case types such as Alternative Dispute Resolution, Small Claims, and 
FED, the Civil Programs Manager develops and oversees programs that provide 
consistent and accurate information and tools to help navigate Oregon’s court system, 
improve effectiveness and timeliness in our courts’ operating procedures, and 
supporting access to justice by eliminating barriers.  
 
Who we are: 
The Oregon Judicial Department is Oregon’s unified, statewide court system, which 
includes 27 judicial districts in 36 counties, as well as the tax court, appellate courts, 
and the administrative offices.  We have approximately 1500 employees and 200 
elected officials.  We are committed to our mission and our values.  We welcome all 
candidates who are inspired by our work and mission. 
OJD’s Civil and Criminal Programs Division is charged with developing, implementing, 
and evaluating civil and criminal programs for statewide application in the courts and for 
use by the public and government stakeholders. 
 
What you will do  
You will be a civil law expert on staff who, along with your team, will take the lead 
analyzing trends and emerging policy issues and advising the division and OJD 
accordingly.  You will manage all civil law and self-represented litigant programs within 
CCPD; focusing on supporting trial courts and court customers.  You will determine and 
achieve individual program goals and objectives, manage projects in alignment with 
OJD’s strategic plan, and establish or revise policies and procedures to better support 
OJD judges and staff who are providing justice services directly to people every day.     
In this role, some of this position’s highlights are: 

• Large-scale organizational improvement including policy, program operation and 
staff professional development. 

• Consultation and technical assistance including advice and consultation to 
Oregon’s Chief Justice and State Court Administrator, legislative tracking, and 
promoting program changes to key stakeholders, task forces, and committees. 

• Needs assessment, analysis, and implementation for the purpose of revising 
policies and business processes to meet best practices, tracking performance 
outcomes and reporting, and furthering standardized data collection. 

https://www.courts.oregon.gov/about/Pages/osca.aspx
https://www.courts.oregon.gov/about/Pages/osca.aspx
https://www.courts.oregon.gov/about/Pages/core.aspx


• Program innovation to modernize projects and policies, education and train court 
staff and judges, and exercise leadership and authority to achieve identified 
objectives. 

 
Who we want and need: 
We need your legal expertise in civil legal systems and practices and in providing direct 
services, court management, or program management.  A successful candidate will 
have documented experience in program/project implementation and the ability to 
understand the barriers that court customers face.  We want a skilled program manager 
who can demonstrate successful outcomes through data and best practices.       
Most importantly, you will be part of Oregon’s judicial branch of government, which 
works to “…protect the rights of individuals, preserve community welfare, and inspire 
public confidence” by providing access to justice…”  for all Oregonians.  
Assigned tasks may be changed to accommodate workload and organizational needs. 
 
What can help you get a chance to interview? 
It’s important to know your application will be read by an actual person, not a computer 
algorithm. When we read your cover letter, we are looking to see if you are writing to us, 
at OJD, and whether you have addressed the Requested Skills and Attributes listed 
below. Using a generic cover letter is likely not going to get you an interview, so please 
take the time needed to personalize your cover letter. 
 
Instructions for Cover Letter, Work History or Resume 
 
This recruitment requires a cover letter and a complete work history that addresses the 
Requested Skills and Attributes. To be considered for this position, you must follow 
these instructions:  
 
Resume/Work History 

• Attach your updated resume in the Resume / CV / Cover Letter section of the 
application.  The attached resume file should include your name. 

OR   
• Complete the Job History/Work Experience portion of your Workday profile if you 

are not using an updated resume.  
Cover Letter 

• Attach your cover letter (not to exceed three pages) in the Resume / CV / Cover 
Letter section of the application. The attached cover letter file should include your 
name. 

• In the body of your cover letter, please include responses to all nine (9) 
Requested Skills and Attributes listed below.  

• Address the cover letter “To the Hiring Manager.” 
 
Failure to follow these above points may result in rejection of your application. 
All application materials will be evaluated for consistency of information, and your letter 
will be evaluated for grammar, spelling, punctuation, and language use in addition to 
demonstrated experience. 



Minimum Qualifications 
(One of the following ways to reach minimum qualif must be verifiable in your resume 
and/or work history for full consideration.) 
 
The successful candidate must possess a bachelor’s degree in Court Administration, 
Management, Business or Public Administration, or a closely related field and court 
manager certification. 
 
AND 
 
Must have six (6) years of increasingly responsible, management-level experience that 
included both the management of multiple programs or services and the management 
of professional staff either directly or indirectly through supervisors and leadworkers. 
 
OR 
 
The successful candidate must possess a Juris Doctor degree from an accredited law 
school. 
 
AND 
 
Must have five (5) years of experience in the practice of law as a bar-licensed attorney, 
with considerable knowledge and experience: practicing and advising on civil law 
matters. 
 
AND 
 
Must have active membership in good standing with the Oregon State Bar by start of 
employment. 
 
Special Qualifications 
None. 
 
Requested Skills and Attributes 
(These must be addressed in your cover letter for full consideration.) 

• Technical expertise in civil legal systems as evidenced by documented 
experience providing legal representation, court management, or program 
management 

• Experience as an attorney handling civil cases or as a court manager working 
with courts on civil case type.  

• Experience with program planning, implementation, management, and 
measurement. 

• Working understanding of data analysis, change management, budget 
administration. 

• Experience obtaining and managing grant funding. 



• Experience working closely with legislators and civil legal system stakeholders; 
knowledge of legislative processes helpful. 

• Understanding of the importance of equity, diversity, and inclusion efforts within 
the civil legal system. 

• Experience supervising staff, including training, motivating, effectively 
communicating, assigning and evaluating work, and handling discipline. 

• Experience interpreting statutory, regulatory, and constitutional law as well as 
case law and proposed legislative concepts. 

 
WORKING CONDITIONS 

• This is a full-time, FLSA-exempt position, and the work schedule currently is 8:00 
a.m. to 5:00 p.m. Monday through Friday. It is ineligible for overtime 
compensation. 

• Occasional after-hours or weekend work may be required, especially during 
legislative sessions. 

• Frequent phone and in-person contact with people from diverse backgrounds. 
• Frequent phone and in-person contact with people who may be facing 

challenging life circumstances or highly stressful situations. 
• Frequent long periods of sitting or standing at a computer. 
• Frequent reading and researching online and hard copy. 
• Regular use of the following equipment: telephone, OJD-assigned computer with 

multiple monitors, copy machine, fax machine, and scanner. 
 
ADDITIONAL INFORMATION 
Criminal Background Check 
You will be subject to a criminal background check if you are a finalist. Adverse results 
are evaluated on a case-by-case basis and may result in disqualification if the 
circumstances are directly related to the duties and responsibilities of the position. 
 
United States Employment Eligibility 
OJD does not offer visa sponsorships. If you are hired, you will be required to fill out the 
US Department of Homeland Security’s I-9 form confirming you are able to work in the 
US. 
 
Future Vacancies 
Apply now if you are interested in this or future vacancies. This job announcement may 
be used to fill future vacancies in this class of work. 
 
Veterans' Preference 
Eligible veterans who meet the qualifications will be given preference in the recruitment 
process. To receive preference, veterans must attach the appropriate documentation 
after they receive an email in their Workday in box requesting the information to verify 
eligibility. The action item, asking veterans to attach their documentation, will arrive after 
they have submitted their initial application materials. Visit the Oregon job opportunities 
Veterans web page for additional details, information, and resources. 
 

https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://www.oregon.gov/jobs/Pages/Veterans.aspx


Conduct Expectations 
Because of the Oregon Judicial Department's role in providing justice and upholding the 
rule of law, employees of the Department are required to meet the highest standards of 
professional conduct and ethics while on the job, and also to maintain those same high 
standards when taking actions in their personal lives that could reflect on the 
Department. As an employee, you will be expected to preserve the confidentiality of 
information received in the course of OJD employment. 
 
Pay Equity 
As an employer, the Oregon Judicial Department complies with Oregon’s pay equity 
law. We determine salary from applicable professional experience and education. For 
more information on pay equity, click here. 
 
Employee Benefits 
Click here to access information specific to Oregon Judicial Department employee 
benefits. 
 
Questions and Support 

• If you require an alternate format to complete the application process, call 503-
986-5930, or TTY: Oregon Relay Service 711 for the hearing impaired. Be 
prepared to describe the alternate format needed. 

• Workday related information and resources are available at 
https://www.oregon.gov/jobs/Pages/index.aspx. 

• For questions about a specific Oregon Judicial Department job posting, call 503-
986-5930. 

 
THE OREGON JUDICIAL DEPARTMENT IS AN EQUAL OPPORTUNITY, 
AFFIRMATIVE ACTION EMPLOYER COMMITTED TO WORK FORCE DIVERSITY. 
 

https://www.oregon.gov/boli/workers/pages/equal-pay.aspx
https://www.courts.oregon.gov/about/jobannouncements/Benefits-Internet.pdf
https://www.oregon.gov/jobs/Pages/index.aspx

	Civil Programs Manager

