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Deputy Court Administrator Part-time Position
This position is limited to 20 hours per week. The rate of pay is $25.29 - $33.17 per hour. 
Summary of Duties
Under the direct supervision of the Court Administrator the Deputy Court Administrator assists with the day to day operation of the court. The primary responsibilities for the position include:
Preparation of caseload and SCAO compliance reporting
Assists departments and staff with statutory changes

Attends all departmental procedure meetings

Prepares various Excel spreadsheets for the Court Administrator
Monitors various reports to ensure compliance with court procedure 
Other projects as directed

Minimum Qualifications

1. A bachelor’s degree from an accredited college or university.

2. Six years of experience in a district court setting with at least three years of experience in a supervisory position.   
3. Pass the pre-employment medical examination provided by the County of Oakland. 

4. Proficiency in Microsoft Word and Excel.
Email or fax resumes to:

Renee Gillert

Court Administrator

52/3 District Court

700 Barclay Circle

Rochester Hills, MI 48307

meltzerd@oakgov.com
Fax: 248-853-3277

Deadline: Until Filled
AN EQUAL OPPORTUNITY EMPLOYER
