
 
 

RECRUITMENT  
 

Employment Opportunity 
EOE/ADA 

 

Court Executive Officer/Jury Commissioner 



    Superior Court of California 
   County of Humboldt 

 
 
 

   RECRUITMENT 
      EMPLOYMENT OPPORTUNITY 

       EOE/ADA 
 

      Court Executive Officer/Jury Commissioner 
    Salary Range $130,000 - $150,100 plus benefit package 

    
 
Filing Date: September 01, 2015     The position will remain opened until filled.
         

Interview date to be announced.  
            

Position Summary 
 
The Superior Court of California, County of Humboldt is seeking to fill a Court Executive Officer/Jury 
Commissioner position. Under executive direction of the Presiding Judge or executive committee of the 
court, this executive level position provides strategic direction and has overall management authority and 
responsibility for the non-judicial components of a court system. 
 
This is a single incumbent level position that is appointed by and serves for the judges, and is responsible 
for providing strategic direction, program and budget development and coordination, and goal setting for 
the court.  
Essential Duties: 
 
Examples of Duties (Illustrative Only) 
 

• Works closely with judges and/or the executive committee to plan and implement administrative 
and operational programs and policies for the court;  

• Directs the development and implementation of organizational policies, procedures and goals for 
the court, including personnel plans, calendar and case-flow management, automated systems, and 
record keeping; 

• Manages staff, directly and through subordinate managers and supervisors; 
• Monitors the effectiveness and results of court operations; directs operational and analytical 

studies and makes recommendations as appropriate 
• Manages the preparation and administration of the court budget, review annual budget, 

representing the court in any budgetary matters with the County and State; 
• Identifies and forecasts the court’s short and long-range needs; determines necessary resources; 
• Represents the courts in major negotiations related to establishment of physical facilities for the 

court and the provision of services by the County and other vendors; 
• Serves as a liaison for the court with the Judicial Council, committees of the Legislature, the news 

media, and State, County, and City officials;  
• Attends meetings of special commissions, civil groups, and committees of the County as the 

court’s representative; and 
• Serves as jury commissioner.  

 



  

 

Minimum Qualifications 
 
Education/Experience 
 
Education:  A four year degree with coursework in court, business, criminal justice, or public 
administration is preferable.   
 
Experience:  A minimum of five years experience in a court, legal environment or relates business, or 
governmental organization in a supervisory or management capacity is required.  Up to two years of the 
recommended education may be substituted on a year for year basis with additional experience, and up to 
two years of experience may be substituted with a graduate degree in a field related to this position. 
 
Knowledge, Skills and Abilities: 
 

• Knowledge of administrative techniques including principles of management, court organization 
and staffing; principles and techniques of work-load management, work flow as it related to the 
court, and work simplification; analysis of statistics and their use in reports; 

• Administrative principles and methods, including goal setting, short and long term planning and 
problem solving, program and budget administration; 

• Principles and practices of program development and review, statistical methods and reports 
required by the courts, knowledge of computer applications and processes relevant to case and 
operational management for information retrieval; 

• Employee relations, labor relations and affirmative action legislation and practices; 
• Principles of effective classification, compensation, recruitment and selection processes; and 
• Principles of effective supervision, including leadership, team building, coaching, employee 

performance standards and performance appraisals. 
 
Ability To: 
 

• Plan, organize, and manage a variety of court programs, services and administrative functions; 
• Independently analyze complex technical and administrative problems, develop and implement 

goals, policies, procedures and work standards; 
• Exercise sound judgment, unquestionable integrity, excellent interpersonal communication skills, 

and ability to establish and sustain effective and diplomatic working relationships with employees,  
judges, government officials, attorneys, and the general public;  

• Encourage and promote effective team atmosphere and innovatively and flexibly solve problems in a 
cooperative and systematic manner;  

• Skilled in dealing with diverse groups, sensitivity to cultural and gender issues and dealing with 
employee organizations and grievance resolution; 

• Reason logically and to effectively analyze a variety of narrative and statistical data, perform 
research, prepare written and oral presentations for court management and the bench; and 

• Interpret and apply employee labor agreements and State and Federal laws pertaining to 
employment. 

 
Other Requirements:  
 

• Possession of a valid California driver’s license; and 
• Passing a detailed background and/or criminal history check. 

 
 



  

 
 
 

 
 

Benefit Package Includes: 
 

• Sick Leave - 12 days annually 
• Family Sick Leave - 5 days annually 
• Bereavement Leave  
• Vacation - begins with 2 weeks/yr. &  increases with longevity 
• Paid Holidays - 13 + 2 personal holidays 
• Choice of 5 PERS Health Ins. Plans 
• Dental & Vision Plans 
• Life Insurance provided by employer ($25,000.) 
• 457 Deferred Compensation Plan available 
• Membership in Public Employee’s Retirement System (2.0% @ 62yrs; Employee contribution 

is 6.25% of salary as pre-tax dollars) 
• Flexible Spending Account (FSA)  

 
The provisions of this announcement do not constitute an implied or express contract, and any provisions 
contained in this announcement may be modified or revoked at any time.   
 
How to apply 
 
Interested persons are to submit a resume and the requisite court application.  The resume and the court 
application should indicate each former position held and indicate job title, name of the firm or agency, 
dates of employment, salary level and the end of work, and description of duties performed. 
 
A resume will not take the place of the application. The application must be signed and dated. The 
application will go through a screening/review process and only the most qualified applicants will be 
selected to proceed to the oral interviews. 
 
Mail or deliver a hard copy of the resume and the court application to the: 
 
Humboldt Superior Court 
825 Fifth Street Room 301 
Eureka, CA 95502 
ATTN:  Human Resources/Humboldt CEO 

 
Faxed applications will be accepted at 707-445-5769 
 
Applications received by September 1, 2015 will receive first consideration, however, the position will 
remain open until filled. 
 

Court application may be obtained by visiting our website at: 
http://www.humboldt.courts.ca.gov/files/CourtJobAPPLICATION.pdf 

OR 
by calling 707-269-1245 

 
 
 

http://www.humboldt.courts.ca.gov/files/CourtJobAPPLICATION.pdf


  

 
 

Employment Eligibility 
 
If you are selected for hire, the Superior Court of California, County of Humboldt will require verification 
of employment eligibility or authorization to legally work in the United States. The Superior Court of 
California, County of Humboldt encourages applications from all persons regardless of their race, color, 
sex, religion, age, national origin, ancestry, physical, or mental disability, medical condition or marital 
status.  Disabled persons are encouraged to apply for all positions with the Superior Court of California, 
County of Humboldt.  Reasonable accommodation may be made in the testing procedure as well as the 
work site.  

  
Policy of Nondiscrimination 

 
Superior Court of California, County of Humboldt does not discriminate on the basis of mental or physical 
disability in the admission or access to, or treatment or employment in, its programs or activities.  The 
Court offices are wheelchair-accessible by entering the Courthouse from 4th or 5th Street, and taking the 
elevator to the 3rd floor.  Special interview arrangements may be made to accommodate disabilities or 
religious convictions.  Contact the Human Resources Department at (707) 269-1245 well in advance of 
the exam/interview for assistance. 
 
 
 

PLEASE FOLLOW DIRECTIONS CAREFULLY – Incomplete applications will be rejected 



  

 

Humboldt County, located in Northwest 
California, is the southern gateway to the Pacific 
Northwest. The county is bound on the north by 
Del Norte County; on the east by Siskiyou and 
Trinity counties; on the south by Mendocino 
County and on the west by the Pacific Ocean. 
The county encompasses 2.3 million acres, 80 
percent of which is forest lands, protected 
redwoods and recreation areas.   The southern 
border of the county is located 225 miles north 
of San Francisco, the closest major metropolitan 
city. The county is linked by Coastal Highway 
101 to the rest of California to the South and 
the Oregon Coast to the North. Highway 299 
links the county to Interstate 5 to the east. 
 

 

Ferndale was settled in 1852, and by the 1880s 
it had become a bustling agricultural, dairy and 
transportation center. Immigrants from 
Scandinavia, Italy and Portugal gravitated to this 
thriving community. Today, the entire one-
square-mile village is a California Historical 
Landmark, with its Main Street listed on the 
National Register of Historic Places. It is 
considered the best-preserved Victorian village 
in California. 

 
 
Humboldt County is home to the legendary 
California redwoods.  Humboldt County is a 
wonderful place to live and work, 
especially if you enjoy the outdoors.  
Whatever you like, you’ll find plenty of 
choices in Redwood National & State Parks 
in the north county, or along the Avenue of 
the Giants and Humboldt Redwoods State 
Park in South County. In addition, there are 
many other parks, forests, preserves and 
beaches, making Humboldt County an ideal 
place for nature lovers and outdoor 
recreation. Fishing, kayaking, biking, 
rafting, backpacking, birding and more are 
all pursued avidly on the Redwood Coast. 
Within this splendid natural setting, one 
can also discover a rich history and vibrant 
culture  
 

 

 

 

 

 

 



  

 

Perhaps the most delightful way to experience 
the seaport of Old Town Eureka is by horse-
drawn carriage. Fortunately, that’s easily 
enough done. Brendan Fearon, who hails from 
the Victorian seaport of Liverpool, England, will 
happily take you on a tour of Old Town in his 
gloriously restored vis-à-vis (French for the 
“face-to-face” seats) carriage, pulled by either 
Barney or Buster, his Percheron draft horses. 

 

Eureka is well-known for its Victorian 
architecture, and the city’s streets are a 
treasure trove of elaborate and lovingly 
restored buildings. The Carson Mansion — 
perhaps the most-photographed Victorian in 
America — is said to have employed more than 
100 craftsmen at one time for the carving, 
finishing and installing of its intricate decorative 
flourishes. There are over 1600 historically-
designated and noteworthy examples of 
Victorian homes all over Eureka proper. If you 
are a Victorian buff, take a meander through 
the easy-to-navigate streets of Eureka and see a 
town whose history is still proudly standing.  

 

 

Climb aboard the Madaket to enjoy a relaxing 
75-minute voyage along the shores of 
Humboldt Bay.  

 

 

One of three natural islands in Humboldt Bay, 
Woodley Island offers sightseeing with a 
nautical flavor. Its marina is the largest in 
Humboldt Bay, with 217 slips for commercial 
and recreational vessels as well as guest 
docking facilities. It offers sailors a laundry, 
restrooms and showers, hoists, and other 
support services. 

 



  

 

In the Humboldt Botanical Garden family 
members of all ages can relax and experience 
the wonders of nature. This 44.5 acre garden 
features five major gardens and many hiking 
trails, all beckoning the visitor to come and 
explore them. The Humboldt Botanical Garden 
is a place where plants, nature and the 
environment truly come alive.  Humboldt 
Botanical Gardens is a member of the American 
Horticultural Society Reciprocal Admissions 
Program. 

 

 

 

 

 

 

 

  

 

 

Sequoia Park Zoo is five acres of fun, adventure, 
and education for children and adults alike. The 
AZA-accredited zoo and adjacent Sequoia Park, 
crisscrossed by trails through the magnificent 
old-growth redwoods, together make an ideal 
countryside-in-town day out for the whole 
family. Take a trip to South America with the 
Chilean flamingos, Orinoco geese, southern 
screamers, Patagonian cavies, rheas, and 
Chacoan peccaries. Then it’s off to the 
Himalayas to visit with the enchanting family of 
red pandas and shaggy yaks. Stroll over to the 
Barnyard to meet the llamas, alpacas, rabbits, 
and donkeys, and interact directly with sheep, 
goats and chickens in the Contact Corral.  

 

This information above about Humboldt County 
contains excerpts from: humboldtgov.org, 
visithumboldt.com, sequoiaparkzoo.net, 
101things.com/Humboldt and the Eureka 
Chamber of Commerce
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