Applications. are invited from. suitably qualified persons for appomtment to the office of
Court Executive Administrator (Group J3A), Judiciary.

The incumbent directs 4nd coordinates the admlmstratwe and support operations and
activities of the Judiciary and provades related policy advice to the Chief Justice.

REQUIRED QUALIFICATIONS, EXPQR]E-NCE AND SKILLS

Minimum qualifications:

LLB and an LEC - Legal Education Certificate

Admission to practice Law'in Trinidad and Tobago

Recognized qualification in Gourt Management and Administration of Judicial
Administration

Minimum Experience:

» An Alforney-atLaw of a minimum: of fen (10) years .standing. Recognized
-gualification in Court Management and Administration of Judicial Administration.
and extensive expertise in the workings of the Court:as would have been gained
byworking in a similar court system in.4 senior capac;ty such as Chief Magisirate,
Registrar-or arother senior. capacily or any other combination of experience and
training

« Extensive knowledge of pnnc:pfes and practices: of modemn court and judicial
mandgement and administration

e Extensive knowledge of the laws; regulations and procedures governing the
operations of the Judiciary "



e Extensive knowledge of the practices and rules of procedures relating to the
conduict of the courts

o Extensive knowledge of organizational and’ management practices as applied fo
the dnalysis and evaluation of public sector programmes, policies arid operational
needs as they relate either directly or indirectly to the-courts.

¢ Extensive knowledge of the Court Perforrhance Standards

o Extensive knowledge of Financial and Public Sétvice Reguiations

« Cornsiderable knowledge-of court development and management trends

«  Kno wiedge: of relevant computer-applications and operating system relevant tojob
funétions

o Knowledge of the principles of court records managements

¢ Knowledge of research and analysis techniques, methods and procedures

SKILLS:
o EXcellentinterpersonal skills:
o Excellent analytical and reasoning skills
o Excellent negotiating skills
o Excellent leadership skills

= Diplomacy.required in the-conduct of duties

Group J3A: $28, 720 per month

A copy-of the Job Specification for the office cah be accessed HERE.

Interested persons MUST submit their applications ONLINE ONLY, on-or before but no later
than 28" March, 2024 fill 4.15 pm local time..

Relevant documents MUST be scanned-and uploaded with ALL the online applications
as sfipulated on-the INSTRUCTIONS TO APPLICANTS HERE



For further details, the Advertisement can be: accessed on the Service Commissions
De p_a'r_ftm‘é nt's website www.scd.org.it

Persons who have applied previously and who still wish to. be considered for
appointment to the office are.advised. to re-apply inresponse to this Advertisement,

CLOSING DATE FOR SUBMISSION OF ONLINE APPLICATIONS:
28" March, 2024,

SHOULD YOU NEGLECT TO UPLOADR/PROVIDE COPIES OF YOUR RELEVANT
DOGUMENTS AND EVIDENCE OF YOUR EXPERIENCE AND TRAINING, AS
OQUTLINED IN THE ONLINE INSTRUCTIONS TO APPLICANTS, THE JUDICIAL AND-
LEGAL SERVICE COMMISSION WILL BE UNABLE TO DETERMINE YOUR
ELIGIBILITY FOR THE OFFICE AND YOU WILL BE DEEMED UNSUITABLE.

EXPERIENCE AND TRAINING RELEVANT TO THE OFFICE SHOULD BE CLEARLY
STATED TO DETERMINE APPLICANT'S ELIGIBIL!TY






