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Classification Specification
	

	
	6209100

	
	COURT SCHEDULING SPECIALIST



Class Summary

The responsibilities of this classification are to schedule and coordinate the order of court cases for the Mental Health court calendar within the Superior Court System.

Distinguishing Characteristics

This is a single level classification and is distinguished from the Court Clerk classification series in that incumbents in this classification schedule and coordinate mental-health court cases within the court system, whereas the Court Clerk classification is responsible for creating and preparing a written record of court events and records.

Examples of Duties (May vary by position) 

1. Identify and determine the type of case to be heard and its relationship with the Involuntary Treatment Act and the King County Mental Health system.

2. Identify and determine the schedule of cases to be heard on a daily basis according to criteria established by the Mental Health Court Committee.

3. Schedule and coordinate the appearance of attorneys, witnesses and inpatient unit staff for each case.  Work with inpatient staff in identifying and determining who will participate in court hearings.

4. Identify and determine if court hearing schedule is to be adjusted to accommodate the patient’s condition.

5. Monitor witness schedule and attendance to ensure that the appropriate witnesses are available to testify.  Notify attorneys of any changes during hearings.

6. Arrange for or ensure that patients are transported to court hearing.  Ensure that the paperwork necessary for court appearance has been completed and is available to court representatives.

7. Prepare summaries of cases and advise staff of case disposition.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position) 

Knowledge of and application of Involuntary Treatment Act
Knowledge of and application of King County Mental Health System
Knowledge of court scheduling techniques and principles
Knowledge of legal proceedings
Communication (oral and written) skills
Analytical skills
Skill in working with diverse groups of individuals with varying cultural backgrounds and beliefs
Skill in scheduling techniques and principles
Skill in handling crisis situations
Skill in functioning well under time pressures
Skill in handling a number of tasks simultaneously
Skill in prioritizing tasks
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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