
https://agency.governmentjobs.cony'clarkcounty/job_bulletin.cfn?Job 
lc.=2240302

Job Bullelin

SALARY
$69,139.20 - 9107,161.60 Annuafly

OPENING pATE: 03/ L3/20

CLOSING DATE3 03/27120 05:01 pM

ABOUT THE POSITION:

Administers, prans, orqanizes and supervises a variety- of administrative, business, andanarvticar divisionar court functions wi*rin *,e bff,;;-;f th" a;;;; -;;;i,li.i#"i-ri" 
o"iryoperations of a division within the. court. in.rraing lj,ijniitration, strategic pranning, and fiscaractivitv, as werr as budget administration ail;;d*r';;;;; other rinanciar matters.

This position is a confidentiar position and is excruded from membership in the union.
This examination wi, estabrish an .open . 

competitive and promotionar list to fi, current and/orfuture vacancies that mav occur-within tn. n.i"i-"i* ioJ'ionths or may be extended as neededby the Office of Human Resou..".,

Some positions may be non-union and are excluded from membership in the union
MINIMUM REQUIREMENTS

Educat'on and Experience: Bacheror's 
-gegree in poriticar science, criminat ,ustice,Business or pubric Administr-ation or a rieii-"1'i"iii to-tt 

" work AND four (4) years ofadministrative/professionar re".t .ipe.ilnie ii-i-irlr" agency setting, two (2) yearsof which were in a managernent capacrty. posse'ssion of an advanced degree in anappropriate fierd rs desiribte. ln "-quiri.iil-oi-uin"tio' of formar education andappropriate related experience may Ui consiaerea. 
--'

Qualifying education and exDerience must be crearry documented in the ,,Education,, and ,,work
Experience" sections of the aoprication. oo *i.rlitiiit-"'u ."rrr" tor your apprication or write"see attached resume" on your application.

Background rnvestigation! Emproyment is contingent upon successfur compretion ot a
:fflg:::J: investisation. periodica,y 

"ft". ;.;t;;;"";t backsround investieations may be

ffif:ffij;1ffi;t":'#,:",t,"t"":tns: 
Emplovment is contineent upon the resurts or a pre-

EXAMPLES OF DUTIES

Assists in the deveropment and imprementation of goars, objectives, poricies, procedures andwork standards for the court in coordination *itn in"- 6lr.t Administrator and the associate

CLARK COUNTY
Department of Human Resources

500 S. Grand Central pkwy, 3rd Floor,
pO Box 551791

Las Vegas, NV 89155_ 1791

i.ttp-rl.wtyly, cE-rkeg!_ElyntLS ov

INVITF.S APPUCATIONS FOR THE POSITION OF:
CoURT DIVISIoN AD]tIINIsTmron - -- .

Department Name: District Court
Exam Number: 19254
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PHYSICAL DEMANDS

qualified individuals who require and request,r.r, u..or.oju't]Jn.

* 1. The.fotrowing questions (1-s) wi be used to assist in determining minimumqualifications.
Please select which best describes your level of education.
J High School Diploma or GED
J Attended College - No Degree Received
J Associate,s Deoree
J Bachelor's Deg-ree
J Master,s Degree or higher
J N/A none of the above

* 2. Please indicate the major of your degree.
J Business Administration
J public Administration
J other
J N/A - No degree

* 3. If you indicated "Other,'-in euestion 3, please list what major your degree was in. If thisdoes not apply, type N/A.

judges; assists in the preparation and administration of 
,the -department,s budget. prans,organizes, administers, reviews and evaruate; in" *ort of staff through subordinatesupervisors' oversees or nrovides. ror tne seteiiion, lruining, professionar deveropment anddiscipline of staff. contributes to the ove.att quaii('oi ine oepartment,s service provision bydeveloping and coordinatinq work teams and uv r.jr'i*"g, recommending and imprementingrmproved policies and procedures' Acts as liaiso'n *iir,t- a"o provides professional assistance tojudges and other countv deDartments in rrnaionur'ui"al or responsrbirity; represents the courtand the countv with other alencies, ritigantr 

"no 
ir.,""-iupiesentatives and the pubric. overseesand work of the administra'tion oirtini ano 

-i.-*ii""r'i"ur" 
for courthouse security and usersafety' Ensures the accuracy of court recordi 

"^o 
i'".r.l"tr; provides for secure .toiug" unoappropriate access' Directs the preparation and coordination of court calendars for the assignedcourt(s); monitors and coordinates .ur" p.ol"rrin-g 10ln-.r." the most effective and efficienthandling of cases' Monitors.. changes ,. i"giriliiJ" "ano 

tecrrnorogy, confers with courtmanagement regarding regisration, operationar ind facirity prannirs, poji'Ji"r'l; j'Ja.ini*r"tiru
::",?:XT' il,:.lj:"*gll"1-,"-11r::!:: proposed .nun!"i' uno ra.irititei i,pr"r""i"ii"" 

"n".approvat. oversees the maintenanc" ;i'"4;#' ;;";;d;;''i":iil;;;"i,rJ,Sl?ffi:[ilTir"T,i;calendaring and record keening systems; directs tne-pi"[aration of and prepares a variety ofstatisticar and narrative renorts ior roc;r u;-;; s;6r"i!sron to various agencies. conductsstudies, analyzes information, evaruates 
"rt.rnuiir", lnJ makes recom mendations; preparesnarrative reports of findings; o,e.vetgn;, ."vises anJ'-ileients poricies and procedures. serveson a variety of committees and task forces u, u ."pr".!niuiive oi the .orrt lIo-t-n-"-i""p1rtr"nt.Acts as staff and provides technrcar. supportl; j;;r;r;';;miftees and simirar .lusii-Je-9roups.Uses standard office equiDment, incruding . *.ipri".,'ri ihe course of the work. Must be abreto commute to court offices in ouuying aftas inJ"t"-iit""i .""tings in other county rocations.

Mobility to work in a tvpicar office setting, use standard office equipment, and be capabre oftraveling to and from varlous work. sit"r oi'oin". co-riiv-ro*tionr"t, 'o.o"iL- u[""n'o ',i!"t,ngr;
specified positions may be required to orive a counif o/personat vehicre; vision to read printedmateriars and a computer screen; and n"a.inj anJ'sieJJ, to .o..rnicate in person or over
l?i^ iii:lig:;j,:::T,f:g:11".: T1y_ 

il ,ia" iliii,Jiiin"," physicar demands ror otherwise

An Equal Opportunity Emptoyer

COURT DMSION ADMINISTRATOR Supplemental euestionnaire

https://agency-governmentjobs.com/clarkcounty/job_bulletin.cftn?Job 
lD=2740g02
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Job Bulletinx 4. prease serect the number of coflege credits you have successfuly compreted,

J Less than 60 semester credits
J 60-89 semester credits
J 9O-119 semester credits
J 120+ semester credits
J N/A - None

* 5, Prease serect the years of fur-time experience you have obtained in performrng
administrative, budgetary operationai or simirar anatyreiinJ .tuJL!] pr.t-tir"
experience must be prorated and credited as half of t'he rulf +ime experience (i.e., if youperformed the task for two years in a part-time position, 20 hours plr weet<, you can onrycredit yourself with one year of experience in that area).
J No experience
J Less than 4 years
J 4 years but less than 5 years
l5 years but less than 6 years

J 6 years but less than 7 years
l7 years but less than 8 years

J 8 years or more
* 6. I understand that:

A) My answers to thase supprementar questions wilr be reviewed and s€ored bysubject matter experts i
B) Examination scores may be used to serect candidates for interviewslc) The education and experience cited in my answers to these supprementarquestions must be clearty documented in the '.Education,i 

"nJ,;WLitExperience'. sections of the application;
D) r must comprete these supprementai questions, in my own words, in order formy application to be evaluated;
E) "See Resume" is not a substitute for any of the reguired information, and infact my resume wirt not be used to evatuaie my apptiiition'oi supplementat
assessment;
F) Language copied word-for-word from a job description orjob posting wifl notbe evaluated;
G) r may be cafled upon to demonstrate my expertise, in a work situation, aspart of the selection process.
J I have read and understand the above information regarding completion of the
following supplemental questions.

* 7. How many years of experience do you have as a lead or supervisor?
J No experience
J Less than 2 years
J2to4years
J5toTyears
JTtogyears
J 9 years or more years

* 8. How many years of experience do you have in deveroping poricies and procedures?
J No experience
J Less than 2 years
J2to4years
J5toTyears
JTtogyears
J 9 years or more years

+ 9. How many years of experience do you have supervising employees in a union
environment?

J No experience
J Less than 2 years
J2to4years

htlpsr/agency.govemmenljobs.com/clarkcounty/job_bullelin.cfrn?JoblD=2740302
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J5toTyears
JTtogyears
J 9 years or more years

* 10' How many years of experience do you have managing an admlnistrative division of acou rt?

J No experience
J Less than 2 years
J2to4years
J5toTyears
JTtogyears
J 9 years or more years

* 11. How many years.of experience do you have administering discipline and/or
recommending discipline?

J No experience
J Less than 2 years
J2to4years
J5toTyears
JTtogyears
J 9 years or more years

x 12. How many years of experience do you have conducting internal investigations and wrltinginvestigatory reports?

J No experience
J Less than 2 years
J2to4years
J5toTyears
JTtogyears
J 9 years or more years

* 13. How many years of experience do you have handring Equar Emproyment opportunity
(EEO) related matters?

J No experience
J Less than 2 years
_J2to4years
J5toTyears
JTtogyears
J 9 years or more years

* 14. Please indicate which of the following public sector departments you have experience
working in. Select all that apply:
J Assessor's Office
J Business License
J Child Support
J Clerk,s Office
J Constable,s
J Coroner,s Office
J Department of Motor Vehicles
J District Attorney
J District Court
-l Elections
J Family Service
J Health and Human Services
J Homeland Security
J Housing and Urban Development
J J ustice Court
J l"la rriage Bureau
J public Defender

htlps://agency.governmenljobs.com/clarkcounty/job_bulletin.ctrn?JoblD=2740302
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J Recorder,s Office
J State Welfare Agency
J Treasurer
J None of the above

* Required euestion
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