LEAD COURT COMMISSIONER





DEFINITION





By an on-going appointed by the Chief Judge, this position will perform administrative duties; coordinate staffing needs and assignments with the Clerk of Court or Court Manager designee; provide input on clerical staff performance evaluations; consult with the chief Judge and Clerk of Court on budget and personnel issues; serve as liaison to the Clerk of Court on general day-to-day supervision of the Commissioner Center.





EXAMPLES OF DUTIES





Ensure primary and secondary case type assignments are made and maintain a current roster on file with the Chief Judge and Supervising Judges; confirm fulfillment of calendar requirements for the secondary assignment and direct scheduling for secondary assignments as needed to fulfill requirements; approve planned leave for commissioners and schedule substitute commissioners for vacancies and absences; coordinate and track judicial education credits and professional dues; participate with the Supervising Judges in the annual performance evaluations of other commissioners; work with commissioners, affected court offices and outside agencies to develop and maintain a coordinated calendar system, including establishing specific blocks of time for designated case types in order to maximize staff resources and productivity, minimize congestion and provide high levels of public service; develop recommendations for improvements in all operational areas; work with the Clerk of Court and Court Administrator on caseload management using statistical reports to measure performance against standards and benchmarks; direct efforts to evaluate and monitor commissioner center operations for efficiency and effectiveness; advise the Supervising Judge and Chief Judge on the impact of statutory or rule changes affecting the work of commissioners; represent the Court Commissioner Center and respond to commissioner related issues as requested by the Chief Judge; enforce applicable local court rules, policies and procedures adopted by the court, referring concerns to the appropriate Supervising Judge, if necessary; address complaints of the public regarding Commissioner Center policies, procedures or personnel.





EMPLOYMENT STANDARDS





Education and Experience:  Admission or eligibility for admission to the State Bar of Wisconsin; four years of public or private law  practice preferably involving family law; managerial experience is desirable, but not required.  One year of supervisory or lead work experience.





Knowledge, Skills and Abilities:  Knowledge of Wisconsin family law; knowledge of judicial procedures; knowledge of current social and economical problems and the way in which these problems affect families; knowledge of supervisory techniques and practices; effective oral and written communication skills; ability to deal tactfully and effectively in emotional and adversary proceedings; ability to make fair and impartial decisions in both legal and administrative matters; ability to supervise office so that the public is served efficiently and courteously.
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