COURT COORDINATOR JOB DESCRIPTION

FOR MISDEMEANOR COURTS

PRIMARY DUTIES

To manage, direct, supervise, coordinate and plan the operations of all courts of record, and to assist the judiciary in certain decision-making except in those judicial decisions required by law to be made by the Judge.  Keep judge advised of everything that is going on in the court.

Docket Management - Criminal
(
Attend morning docket call.  Review every case on the morning docket with an attorney or the defendant to determine what action must be taken on the case.  Make initial decision on any requests for continuances according to court policy.

(
Ensure every case is set for a date and purpose certain.

(
Initial contact with defendants regarding ability to hire attorney.

(
Initiate court tracking systems in order to maintain active caseload and reduce delay.

(
Set and supervise special dockets for probation revocation hearings, open pleas of guilty and all pre-trial matters.

(
Monitor court statistics to ensure disposition of cases are within court goals.

(
Coordinate transfer of cases between courts.

(
Advise defendants regarding proper procedures for extension of payment on fines and court costs and on changes in labor detail or work release status.

(
Coordinate dates for bond forfeiture,  remittitur hearings and capias pro finum dockets.

(
Advise Judge of which defendants need to be brought into compliance on interlock orders.

(
Advise Judge of any unscheduled matters that need his attention.

· Advise all necessary personnel of add on settings for cases unavoidably re-scheduled from another day to ensure that all personnel and files are present at the designated time.

Trial Management
(
Maintain trial docket

(
Make initial decision on requested continuances according to court policy.

(
Reschedule all cases not reached for trial to ensure date and purpose certain. 

(
Coordinate the availability of lawyers, parties and court personnel.

(
Handle all inquiries regarding status of cases on the trial docket.

(
Check weekly with attorneys on status of cases on the trial docket.

(
Make recommendations for improvements in procedures.

(
Coordinate scheduling of jury panels.

(
Coordinate availability of interpreters and necessary equipment for interpreters.

Management of In Custody Cases
(
Monitor jail management reports.

(
Conduct necessary research on each defendant to determine if they have cases pending in felony courts or holds for other agencies, i.e. other counties, state parole, immigration.

(
Ascertain indigent defendants who have not already had an attorney appointed by the Office of Court Appointments, assign attorney and ensure attorney is appointed.

· Notify appointed attorneys of court settings via fax, email and/or phone call to ensure that they will be present.

(
Continue to monitor progress on case after attorney is appointed.

(
Coordinate with TDC desk within the Sheriff’s department to ensure that cases are disposed of prior to defendant being transferred to IDTDCJ saving the county unnecessary expenses for bench warranting defendants back to court.

(Failure to have a defendant brought to court and/or appointed an attorney in a timely manner could result in a law suit against the court and Tarrant County.)
Competency Issues:
(
Initiate contact with attorney and/or MHMR to establish that a defendant may be incompetent.

(
Arrange for psychological evaluation, i.e. contact psychiatrist/psychologist, coordinate with jail, prepare  and forward necessary Court orders to have defendant examined to Sheriff’s Department.

· Prepare order for Finding of Incompetence for Assistant District Attorney, Defendant’s attorney and Judge to sign if doctor finds that the defendant is incompetent and needs to be sent to the appropriate mental hospital in anticipation that the defendant will regain competence with appropriate treatment.

Competency Issues continued:
(
Coordinate availability of doctor, attorney, district attorney, court personnel, jury panel and jail if competency hearing is involved.

(
Coordinate return of defendant from state hospital after competency has been confirmed by doctors.

(
Ensure defendant’s case is set for disposition hearing as soon as possible.  (These defendants’ condition can deteriorate quickly in jail.  We want to avoid re-commitment.)  Also, by the time they are returned to the Tarrant County Jail the defendants usually have more than enough credit to completely discharge their sentence.

(
Contact MHMR and/or family members in some cases to make sure that someone is available to offer assistance to defendant’s who are about to be released from jail to make sure they stay on medications and in necessary programs to help keep them from cycling through the criminal justice system again unnecessarily.

(It is important due to the expense and special needs of these prisoners to take care of them immediately).

Personnel Management:

(
Direct and coordinate the availability of other court personnel: bailiffs, clerks, court reporter, assistant district attorneys and community supervision officers.

(
Ensure policies and procedures of the court are carried out.

(
Make arrangements with the Eighth Administrative Region’s Administrative Assistant for the use of a visiting Judge when the need arises.

Liaison:
(
Represent the court on various matters before other county offices including but not limited to: County Administrator’s office, Facilities Management, Personnel, Auditor, Budget/Risk Management, Commissioner’s Court, Information Technology and County Clerk’s office, Sheriff’s Department and District Attorney’s Office.

Records and Reports:
(
Analyze specialized reports to ensure all pending cases are set for date and purpose certain and that all cases are accurately reported in court statistics.

(
Prepare periodic reports on court activities for Judge as needed.

(
Design and coordinate with Information Technology implementation of new statistical reports.

(
Assist in periodic inventories to ensure court records and filings are accurate.

Professional Development:
(
Maintain awareness of developments in court administration.

(
Participate in continuing professional education programs (minimum 16 hour requirement) which are required by the state.

(
Network with other coordinators and court personnel (locally and statewide) to problem solve and evaluate performance of court.

Public Relations:
(
Reply to inquiries from the public, press and special interest groups on court business.

(
Plan and arrange “in court” tours for students and other groups.

(
Speak to school and civic groups in reference to the courts.

(
Advise media representatives who attend court trials and conferences of court policies.

Research and Resources:

(
Conduct specialized research as needed.

(
Acquire and maintain resource material relevant to court business.

Legislative Updates:

· Become familiar with changes in laws to be enforced by the court (i.e. changes in state required fees to be paid, drivers license suspension requirements, requirements for occupational license’, etc.)

· Be aware of new laws passed which result in new cases being filed in the court.

· Instrumental in making sure that procedural changes mandated by the State Legislature are implemented (i.e. the Fair Defense Act which dictates time lines as well as other procedural mandates to be followed where indigent determinations must be made.)

SECONDARY DUTIES:
General Administration:

(
Design and evaluate various court forms.

(
Advise attorneys/pro se defendants on court policies on occupational license.

(
Evaluate in-coming correspondence daily and respond personally or advise Judge of which items need immediate attention.

(
Assist Judge as needed on various committee assignments.

(
Handle all other non-routine administrative matters as they arise.

(
Maintain law library and update as necessary.

(
Arrange and coordinate Judges travel and attendance at Judicial continuing education conferences.  Prepare travel requests and reimbursement information as needed.

Fiscal:
(
Conduct necessary research and prepare court budget.  Attend budget meetings and present to Commissioner’s Court as needed.

(
Plan acquisition of law books or equivalent and authorize payment.

· Order operating supplies for the court and authorize payment.

(
Determine need and assist in preparation of requests for furniture, furnishings and capital equipment.

(
Review budget to control budget spending on a regular basis.
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