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Classification Specification
	

	
	2136100

	
	ALTERNATIVE DISPUTE RESOLUTION COORDINATOR



Class Summary

The responsibilities of this classification include performing administrative tasks in support of the program, providing client services including intake and conflict coaching, and mentoring student mediators.
Distinguishing Characteristics

This is a single level classification.  The incumbent provides a mix of professional and administrative duties that includes providing program information and administrative support; performing client intake, case assignment and case monitoring; gathering and analyzing data and creating reports; and performing standard mediation on an as-needed basis.
Examples of Duties 

1. Perform client intake, including conflict coaching.  
2. Monitor case flow and make case assignments.
3. Provide program information and respond to inquiries from clients, interlocal participants and potential program users.

4. Coordinate program activities.

5. Review and monitor student mediators’ progress through training and certification processes; mentor students. 

6. Develop program policies and procedures.

7. Develop, manage and maintain ADR database.  Gather data and analyze effectiveness of current processes, develop program recommendations based on findings, prepare a variety of reports and issue papers.  
8. Develop survey instruments, conduct surveys of program participants, interpret and report on survey findings.
9. Maintain and monitor mediation records and case files, assist with ADR website development and maintenance. 
10. Participate in program marketing and outreach; make presentations to individuals, groups and interlocal partners.  Develop and design flyers, brochures, pamphlets and other marketing materials.  
11. Recommend and/or select mediators for cases.  Conduct mediations on an as-needed basis. 

12. Monitor budget expenditures.

13. Perform other duties as assigned.
Knowledge/Skills 
Knowledge of principles, practices, developments and trends in mediation and alternative dispute resolution processes

Knowledge of conflict resolution techniques

Knowledge of general structure, functions, policies and practices of employer and labor organizations
Knowledge of applicable State and local mediation laws

Knowledge of negotiation principles

Knowledge of project management principles

Knowledge of general government principles and procedures
Skill in written and oral communications 
Skill in analysis and problem-solving 
Skill in negotiation and facilitation 
Skill in organization
Skill in gathering, manipulating and reporting on data utilizing a computer and other tools

Skill in working effectively as a team member to coordinate accomplishment of tasks

Skill in assessing, designing, delivering and evaluating processes aimed at improvement and/or organizational effectiveness
Education and Experience Requirements

One year experience providing mediation services
Or any combination of experience/education/training that provides the required knowledge, skills and abilities to perform the work

Licensing, Certification and Other Requirements

Possession of a basic mediation training certificate or equivalent proof of training
Washington Mediation Association certificate (must be obtained within six months of hire)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.


	FLSA Designation
	Exempt (Administrative)

	Service Status
	Career Service

	EEO Code
	2

	Levels within same series
	None

	Class History
	Created 10/2002

	
	Updated 2/2003  

	
	Updated 12/2007 - Changed font and format

	
	Updated 5/2014 – Updated Class Summary and Distinguishing Characteristics; added mediation certification requirement


Page 2
Alternative Dispute Resolution Coordinator     

5/2014 Version

[image: image1.png]