80525

Drug Court Manager 
Grade:  8

FLSA: Exempt

Date:
06/19

Job Summary:  Responsible for the overall administrative and operations management of the Adult Drug Treatment Court for St. Mary’s County.  The incumbent reports to the Associate Judge in charge of the Drug Court Program as designated by the Administrative Judge of the Circuit Court for St. Mary’s County. 

Essential Functions:
1. Organizes and attends case staffing meetings of the drug court team, and attends drug court hearings;
2. Researches the availability of federal, state, local, and private funding opportunities, and writes grant applications as necessary;
3. Manages all drug court grants, including preparing reports required by grantors;
4. Determines the drug court’s budget, in consultation with the Administrative Judge;
5. Acts as drug court liaison with participating agencies, program participants, the Maryland Office of Problem-Solving Courts, the Adult Drug Court Advisory Board and community organizations
6. Arranges training for drug court team members, and attends training as required;
7. Oversees the collection, accuracy, and timeliness of drug court statistical data.
8. Transports drug court clients occasionally as needed; and
9. Directs and supervises the work of the Adult Drug Court Case Coordinator.

10. Performs other duties as assigned.

Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Government policies and procedures as they apply to this position.
2. Ability to act as a representative of St. Mary’s County Government and Circuit Court;

3. Ability to gain knowledge of the judicial system;

4. Ability to effectively communicate with other staff, judges, attorneys, and members of the public;

5. Ability to learn how to operate relevant computer systems, including hardware and software and simple office machines; and
6. Effective business English, grammar and math skills;


Education and Experience: 
1. Bachelor’s degree in public or Court Administration, Public Health, Health Administration, Criminal Justice, Sociology, Social Work, Psychology, Addictions Counseling, or related field from an accredited university; and

2. Three years of related experience; or
3. Equivalent education, and/or experience.

Physical and Environmental Conditions: 

Work demands occasional physical effort, lifting up 50 pounds.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. There may be supervision of community service projects which involve tools and equipment.

The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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