All applicants must complete an application to be considered - those submitting resumes only
will not be considered.

16th Judicial Circuit of Missouri
Vacant Position

Date:  2/25/2026
Posting No.: JR102382

Position Title: Deputy Court Administrator Position No.: P-14713 (7114)

Department:  Court Administrator's Office - Administration

Work Location: 415 East 12th Street - Kansas City MO

Work Hours:  8:00 a.m. - 5:00 p.m. Monday thru Friday

Salary: County Paid Position - Exempt Grade C-128 - $109.240.98 - $136,556.58 Annually

EXTERNAL APPLICANTS CLICK HERE TO APPLY; INTERNAL APPLICANTS

APPLY IN WORKDAY (The internal application for promotion/transfer may be obtained) Employment
Specialist: Jannice Okoye. Applicants for clerical positions which require skill testing must be tested for
consideration.

Applications must be received by Human Resources no later than 5:00 p.m. on 3/11/2025
BASIC FUNCTION AND RESPONSIBILITY:

The Deputy Court Administrator — Circuit / Jury Supervisor serves in an executive-level
administrative and managerial capacity in the Office of the Court Administrator for the
16th Judicial Circuit of Missouri. The position oversees the operational and personnel
aspects of jury processes, records departments, and civil process on behalf of the Court.

Appointing Authority and Supervision Received:

The Court Administrator is the appointing authority and provides general supervision for
the position.

Supervision Exercised:

Direct supervision of assigned department directors and general supervision of personnel in
the civil, criminal, and probate records departments, as well as the department of civil
process and jury services.

Characteristic and Assigned Duties: (The following duties are representative of the
position and do not include all duties which may be performed.)

e Provide support to the Court Administrator, department directors, and court personnel,


https://jacksongov.wd5.myworkdayjobs.com/en-US/Court/details/Deputy-Court-Administrator---Circuit-Jury-Supervisor_JR102382

and the Court upon request.

Assist in ensuring all court operations are conducted in a lawful, efficient, and ethical
manner.

Serve as staff support to court committees as required by the Court Administrator,
presiding judge, or Court en banc.

Coordinate with judicial divisions to ensure that a sufficient number of jurors are
available.

Provide recommendations on request for an excuse or deferment of prospective jurors.
Make logistical arrangements for sequestered juries.

Prepare reports as requested by the Court Administrator or Court en banc.

Consult with department directors to resolve problems; interpret policy and procedures
from an administrative and managerial perspective, consistent with statutory
requirements, local rules, court policy, and supervisory directives.

Represent the Court in meetings with the general public, media, and public and private
agencies.

Perform public relations functions with the general public, in person and by telephone.
Speak publicly to groups about the jury selection process.

Research and prepare statistics for special projects.

Draft operational procedures, guidelines, and orders relative to jury and departmental
operations.

Prepare a proposed annual budget and manage required financial processes.

Perform other duties as assigned.

MINIMUM EDUCATION AND EXPERIENCE:

Bachelor's degree in a legal or public administration-related field; an advanced degree is
preferred. Additionally, a minimum of 10 years of increasingly responsible management/
administrative experience, inclusive of relevant experience in a court or legal work
environment, is required.

EQUAL OPPORTUNITY EMPLOYER



