APPLICATION MATERIALS

Applications are available on our website:
https://www.santacruz.courts.ca.gov/
general-information/employment. For addi-
tional information please email the court at
hrinfo@santacruzcourt.org or call (831) 420
-2275. The hearing impaired TDD# is (831)
429-5514. Application packets can be
emailed to

hrinfo@santacruzcourt.org or to the follow-
ing address:

Superior Court of California,
County of Santa Cruz

Human Resources Department
701 Ocean Street, Room 110
Santa Cruz, CA 95060

Selection

Only those candidates who submit a com-
pleted application packet (application and
resume) by 5 p.m. on July 18, 2022, and
who meet the minimum qualifications will
be considered for testing. Each candidate’s
application and resume will be scored and
ranked. The top candidates will be selected
for testing by the hiring supervisor. The
court reserves the right to modify the above
outlined selection process based on the size
of the qualified applicant pool.




Requirements

Any combination of education and experience
which would provide the required knowledge
and abilities is qualifying, unless otherwise
specified. A typical way to obtain the
knowledge and abilities would be:

Three years court operations experience.
Bachelors of Arts or Science preferred.

LICENSE REQUIREMENTS: Possession of a val-
id California Class C driver’s license, or the abil-
ity to provide suitable transportation which is
approved by the appointing authority.

Submission to a background investigation is re-
quired upon conditional offer of employment.

COVID-19 Vaccination Requirements: Applicants
must be fully vaccinated against COVID-19 as defined
by the Center for Disease Control or have a valid medi-
cal or religious exemption approved by the Court’s Hu-
man Resources Division.

Individuals must be capable of performing the essential
functions of the job and must be able and willing to
adapt to the working conditions as specified below.

Submission to a background investigation is required
upon conditional offer of employment.

Knowledge of

Candidates for this position must have the
following working knowledge:

Legal terminology, forms, documents, and proce-
dures;

Office practices and procedures;

California laws, codes, and ordinances as they apply
to the work of the unit;

Operation, procedures, rules, and jurisdiction of
courts;

Data processing applications related to the courts;
Word processing systems;
Caseflow management principles and concepts; and

Business English, grammar, vocabulary, spelling, and
punctuation

About the Court

The Superior Court of Santa Cruz County's mission
is to preserve and protect the rights and ideals of
society through the interpretation and enforce-
ment of the law and provide equal access to justice
through quality service to the community. It is also
the mission of the court to treat all persons in the
judicial system with dignity and respect.

The Superior Court of Santa Cruz County has es-
tablished a reputation as a leader in innovative
court programs and as an organization committed
to providing high-quality public service. The court
consists of 12 judges, one commissioner, and ap-

proximately 130 staff, with an annual budget of ap-
proximately 20 million dollars.

There are three court locations in Santa Cruz
County: the main courthouse near downtown Santa
Cruz, the Watsonville courthouse in downtown
Watsonville, and the juvenile courthouse in the
small, rural town of Felton.

About Santa Cruz

Santa Cruz County has 249,705 residents and is
situated at the northern tip of Monterey Bay, 65
miles south of San Francisco, 35 miles north of
Monterey, and 35 miles southwest of the Silicon
Valley. Its natural beauty is present in the pristine
beaches, lush redwood forests, and rich farmland.
It has an ideal Mediterranean climate with low hu-
midity and sunshine 300 days a year. There are
four incorporated cities within Santa Cruz County.
The two largest cities in the County are Santa Cruz
(population 64,522) and Watsonville (population
53,800). Santa Cruz County is the Gateway to the
Monterey Bay National Marine Sanctuary, has 29
miles of beaches and includes six state parks and
six state beaches. Its quaint shops and restaurants,
coupled with many cultural and recreational activi-
ties (sailing, fishing, golfing, tennis, hiking, moun-
tain biking, surfing) provide a wealth of leisure ac-
tivities.




Ability To

Candidates for this position must have the ability to:

o Plan and organize work and establish priorities to meet legally set time limits;
o Effectively communicate verbally and in writing;

« Analyze situations, and resolve problems, and think strategically about court operational elements
and situations including the application of principles of effective caseflow management;

o Understand, interpret, and apply a wide variety of court procedures, policies, and statutes;

« Coordinate activities with other divisions, departments, and justice partner agencies;

o Identify the need for and recommend changes to both day-to-day and long-term operations;

o Establish and maintain effective working relationships with those contacted in the course of business;
o Follow complex oral and written instructions;

o Effectively work under demanding time constraints and circumstances;

e Receive and respond to calls and messages after normal business hours on occasion;

o Serve as an effective ambassador for the Court when working with or contacting justice system part-
ners, and court users; and

o Type at a moderate rate of speed to access and input computerized information.

Essential Functions

Specific tasks and duties may vary between assignments, however, the following are considered essential
functions expected of the classification:

o Strength, dexterity, and coordination and/or ability to use a computer keyboard and read a video dis-
play terminal on a regular basis;

« Ability to listen to verbal requests from the public and court staff, then respond appropriately;

o Dexterity and coordination to handle files and single pieces of paper, occasional lifting of objects
weighing up to 10 Ibs, such as: files, stacks of paper, reference books, and other materials;

o Frequent need to reach for items above and below desk level, sometimes with the assistance of a lad-
der or step-stool; and

« Standing and sitting for long periods of time is periodically required.
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Representative Duties

Assists the presiding judge in coordinating the master calendar; checks with all parties involved in cases to
facilitate the calendar process; coordinates with civil calendaring for additions, calls attorneys to determine
whether trials may proceed, makes modifications or deletions to the master calendar; notifies all staff and
judicial officers concerning future calendar changes; consults with court support staff about the status of up-
comlglg j(lllry trials and prelim settings; and consults with judges about calendar coverage, judges’ time off and
workload.

Confirms attorneys attendance at settlement conferences; handles the logistics for the settlement confer-
ences; consults with attorneys concerning the status of cases; Coordinates with the California Judicial Coun-
cil to request visiting judges to cover judicial absences; and handles arrangements for visiting judges.

Analyze administrative calendar procedures, recommend and work with the court supervisor/operations
manager to implement improvements as needed; compile data and prepare periodic statistical reports relat-
ed to calendar and case management; and review new legislation and provides summary of impact on local
rules and practices

Carry on the duties of the American with Disabilities Coordinator to assure that qualified individuals with
disabilities have equal and full access to the judicial system. Incumbent must determine what appropriate
accommodations are and schedule services accordingly.

Compensation and Benefits

The position of Calendar Coordinator is classified as represented and is paid according to the following salary
range:

Calendar Coordinator
$30.03 to $37.99/hour

The Court offers a generous benefits package, which includes life insurance, a choice of health plans, dental
and vision plans, membership in the California Public Employees Retirement System (CalPERS), paid holi-
days, and paid time off. Employees pay a portion of their own PERS retirement. Please contact HR if you
would like more specific benefits information.

The Superior Court of Santa Cruz County is an equal opportunity employer. Equal employment opportunity
will be afforded to all qualified applicants or employees with respect to compensation and terms and condi-
tions of employment, including hiring, training, promotion, transfer, discipline, and termination.



