MUNICIPAL COURT CAREER OPPORTUNITY

Municipality: Bass River/Washington Twp/ Woodland Twp, a shared court
Vicinage: Burlington

Position Title: Deputy Court Administrator (full time, 35 hours per week)
Posting Date: 8/12/16

Deadline Date: 8/19/16

Salary Range: Commensurate With Experience/No Medical Benefits

Position Description and Requirements

Bass River Township in the County of Burlington is seeking a qualified, self-motivated and detailed oriented individual for
the full-time position of Deputy Court Administrator. Interested candidates should possess good writing and
communication skills, to work under the general direction of the Certified Municipal Court Administrator and the
Municipal Court Judge of Bass River/Washington Township/Woodland Township Municipal Court.

The candidate should have experience in court administration, case flow management, working knowledge of ATS/ACS,
MACS, eCDR systems, Page Center and Reports on Demand. Candidate should have excellent customer service skills.
Responsibilities include but are not limited to answering queries from the public, employees, defendants; provide
information and guidance to attorneys, defendants and community organizations; assist defendants with technical and
procedural guidance; facilitate discussion among state, vicinage, and local management. The candidate should also have
experience in the monitoring of daily, weekly and monthly reports, assisting in maintaining the court’s financial accounts
and drafting correspondence, as necessary, in compliance with the New Jersey Rules of Court, Supreme Court Directives,
laws and established policies and procedures governing the operation of the municipal courts. Candidate will also perform
related duties as assigned by Court Administrator.

Applicants must either have or been awarded the title of Certified Municipal Court Administrator pursuant to NJSA 2B:12-
11, or needs to be accredited or in the position to become accredited within six months of the date of hire pursuant to NJ
Court Rule 1:41-3.

Kindly submit a cover letter with current resume to:

Peggy Beck, C.M.C.A.

Bass River/Washington Twp/Woodland Twp Municipal Court
PO Box 214

New Gretna, NJ 08224

NO PHONE CALLS, PLEASE

Bass River Township is an Equal Opportunity Employer

** NOTE: The above local job posting was submitted to the vicinage by the local municipality
and is NOT a State job posting.



