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SUMMARY:  Under general supervision is responsible for professional and administrative work; and performs related work as required.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Serves as Administrative Staff for the ATJ Commission pursuant to duties delineated by Court Order/Rule. 

2. Serves as coordinator in the judicial branch for the Access to Justice Initiative of the Supreme Court.  Provides consultation to courts, judicial system personnel, legal aid providers and the public as directed by the Court. 

3. Promotes public awareness of the Court’s Access to Justice Initiative and activities and fosters collaboration among court personnel, judges, attorneys, legal service organizations, and other professionals and organizations.

4.   
Writes and administers grants as requested.
QUALIFICATIONS:  
Education and/or Experience: Jurisdoctorate and experience in program administration, judicial administration and program planning. Experience in supporting legal services to the poor and fiscal and staff/volunteer management is preferred.  Ability to build productive professional relationships with both staff and volunteers. This position requires strong communications, analytical, and problem-solving skills.  

Knowledge:  Knowledge of the duties of the judicial and legal system including judges, court personnel, attorneys, mediators and others and the related training requirements. Knowledge of the modern methods of adult education. Knowledge of the sources and source materials for judicial education. Knowledge of office procedures and practices.

Skills and Ability:  Ability to maintain harmonious working relationships with staff, court employees and the general public. Ability to administer and promote programs, and plan, develop, and evaluate access to justice issues facing the Tennessee judicial system.  Ability to administer and promote focus groups and public meetings; manage grants; develop policy; and conduct, plan and implement educational programs. Ability to staff various committees, commissions, and task forces. Ability to establish working relationships with court personnel, judges, attorneys, media and other professionals in carrying out responsibilities. Some travel required.
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