
Job Title Programmer/Systems Specialist CL - 27 

Occupational Group* Professional Administrative 
 

PD Template 
Rev 8/7/2015 

2 

Job Summary  

The Programmer/Systems Specialist provides analysis of user needs and the current/future equipment 
and resource needs of the court.  The incumbent is responsible for assisting in  the design, 
development, and support of application software, and takes a role involving software development with 
multiple programming languages, such as VB, NET, C#, and ASP.NET.  The Programmer/Systems 
Specialist monitors and deploys databases using SQL Server, develops complex project plans, and 
utilizes resources to ensure that projects are completed on time, on budget, and to the satisfaction of 
stakeholders.   

 

Representative Duties  

 Assist in providing advice and guidance to managers and staff of the courts throughout the 
district on current and future technologies and the automation of manual court processes. 

 Provide systems and software development services using SQL, C#, Perl, PHP, Java, 
Javascript, and .NET languages.   

 Recommend strategies to, court management, and the user community to determine 
requirements for systems which support the mission of the court.  Assist in recommending and 
directing the development of software and hardware solutions to enhance both existing and new 
systems.   

 Maintain contact with other automation court personnel at different locations and levels for the 
purpose of remaining knowledgeable of developments, techniques, and user programs.   

 Provide technical assistance for hardware and software for SQL Server, Visual Studio, Windows 
Server 2008, and VMware environments.   

 Assist in the design, modification, and implementation of short and long-range automation 
improvement plans for the court, ensuring that changes can be implemented with minimal 
disruption to the work of the court.   

 Assists in the execution of automation plans for major automated systems and establish training 
in system use and capabilities.  Perform testing, establish procedures, and devise security 
systems for hardware, software, and data.   

 Assist in developing long term plans for the automation of manual processes, implementing 
state of the art technologies.   

 Answer and respond to various IT support requests regarding desktop equipment, network and 
software problems and user application questions. 

 Research current and future technologies and trends and analyze alternatives, including 
commercial off-the-shelf software.  Develop prototype applications and coordinate with, senior 
managers, and staff to ensure that development efforts are meeting the needs of the court.   

 Assist in the development, implementation, and monitoring of large and small scale projects 
from inception to delivery, including developing complex project plans, thorough design plans, 
and detailed time lines.  Ensure adequate resources are available, coordinate and assist in 
project meetings, and ensure projects are delivered on time and within the confines of the 
project budget.   

 Assist programmers and web master in day-to-day responsibilities and with non-routine 
questions.   

 Assist in monitoring, reviewing, and analyzing internal controls to ensure development projects 
meet or exceed established controls and separation of duties.   

 

Factor 1 – Required Competencies (Knowledge, Skills, and Abilities) 

Information Technology and Automation 

 Thorough knowledge and expertise in programming languages and application design.  
Knowledge of and skill in using current information technology applications and capabilities.  
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Knowledge of and skill in identifying complex problems and reviewing alternatives.  Expert 
knowledge of relational database theory and DBI layer.  Knowledge of installation and 
configuration of application database servers.  Skill and ability to break down complex projects 
into manageable components.  Ability to design, develop, and modify computer programs for 
court needs.  Advanced ability to utilize an IDE for development, testing, and debugging of 
software.  Ability to install, configure, and utilize multiple operating systems.  Ability to design, 
engineer, maintain, and support application programs for multiple platforms.   

Program/Project Management 
 Knowledge and expertise in program/project development.  Skill in coordinating and monitoring 

projects.  Skill in developing and implementing software solutions using programming 
techniques.  Skill in researching and analyzing data.  Skill in analyzing the potential impact of 
programming changes.   

Court Operations 
 Knowledge of Administrative Office and Judicial Conference policies and procedures as set 

forth in the Guide to Judiciary Policy regarding programming and system accountability.  
Knowledge of local court policies and procedures regarding programming responsibility.  
Knowledge of resources available from the Administrative Office and Federal Judicial Center to 
achieve the mission of the court (i.e. contacts, manuals, training, etc.).  Knowledge of court 
culture and organizational dynamics.  Knowledge of policy and procedures of courts within the 
district and the circuit.   

Human Resources 

 Skill in mentoring and training employees with varying educational backgrounds and aptitudes.  
Skill in developing performance appraisal standards, tools, and procedures to support human 
resource development and the mission of the court.   

Budget, Finance, and Procurement 
 Skill in planning resources for groups and organizations.  Knowledge of judiciary and local 

travel regulations.   
Judgment and Ethics 

 Knowledge of and compliance with the Code of Conduct for Judicial Employees and court 
confidentiality requirements.  Ability to consistently demonstrate sound ethics and judgment.   

Written and Oral Communication/Interaction 
 Skill in communicating effectively, both orally and in writing, with individuals and groups to 

provide information, facilitate meetings, influence decision-making, and provide training.  Skill in 
establishing cooperative working relationships with staff throughout the district and circuit.  Skill 
in facilitating, mediating, and implementing desired outcomes with judges, senior managers, 
unit executives, and court staff.  Skill in providing advice on complex matters.  Skill in working 
with internal and external customers.  Skill in preparing reports and presentations.  Skill in 
translating and documenting technical terms into non-technical language.    

 

Factor 2 – Primary Job Focus and Scope 

Programmer/Systems Specialists conduct research, analyze options, and communicate the results of 
the analysis, while preventing legal or personal liability against the court unit executive and the 
employee.  The automated systems used in the court are the basic records and reference systems 
upon which the court unit consistently relies and operates.  The software programs utilized on these 
systems can impact an employee’s productivity.  Incumbents ensure the system capabilities keep the 
work moving effectively throughout the court unit.  While contingency plans may exist in case of partial 
or complete system failure, the work of the court would be disrupted and service to the public would 
be negatively impacted.  Incumbents ensure the proper functioning of automated systems which have 
a significant impact on the reliability, timeliness, and accuracy of actions in all segments of the court 
unit.  Programmer/Systems Specialists administer and monitor court developed software and develop 
and implement complex programs to meet requirements of unit executives, judges, senior managers, 
and staff, thus freeing executive staff and others to concentrate on more complex issues requiring 
their individual attention.  Incumbents’ work extends beyond internal customers, impacting the work of 



Job Title Programmer/Systems Specialist CL - 27 

Occupational Group* Professional Administrative 
 

PD Template 
Rev 8/7/2015 

4 

the bar, and the accuracy and efficiency of tools and information provided to the public.   

 

Factor 3 – Complexity and Decision Making 

Programming languages change rapidly and sporadically.  Integrating new techniques into existing 
programs is very complex.  Computer systems have components with a multitude of interrelationships 
that can introduce problems, as well as hardware components that can fail.  Choosing among different 
approaches, each with potential for harm is a regular requirement of incumbents.  Programmer/Systems 
Specialists must consider many factors when evaluating alternatives for programming requirements 
including development time, user functionality, and lifespan of changes.  The systems, however, must 
operate with little or no disruption.  Incumbents must often make fast decisions to implement corrective 
action.  Technology is a fast-paced field and Programmer Systems/Specialists must remain current in 
the field in order to make sound recommendations regarding new systems, equipment, and software.  
Incumbents must apply technical skills to anticipate and resolve problems.  Decisions and 
recommendations are made within the context of professional standards, broad policies, and according 
to the goals and mission of the court unit.   

 

Factor 4A – Interactions with Judiciary Contacts 

Incumbents have regular and routine contact with the clerk, chief deputy, court managers, judges, 
chambers staff, and other automation users to ensure that systems are performing properly, to develop 
local reports and products, provide advice and guidance, and provide information on the progress of 
projects and problem resolution.  Additional judiciary contacts are with counterparts in other court units, 
the district, the Circuit, the Administrative Office, and the Federal Judicial Center for the purpose of 
sharing information and problem solving.   

 

Factor 4B – Interactions with External Contacts 

The primary external contacts are with equipment and software representatives from commercial 
organizations to keep current with the technology for the purpose of developing, designing, and 
modifying applications.   

 

Factor 5 – Work Environment and Physical Demands  

Work is performed in an office setting.  Employees may be required to lift and move moderately heavy 
items, such as computer equipment.   

 
*Occupational Group: 
 

Operational Court Support Positions = O 
Administrative Court Support Positions = A 
Professional Administrative Positions = PA 
Professional Line Positions = PL 
 


