
    

RECRUITMENT NOTICE                                                        

                                       

 

VERMONT COURT SYSTEM 

 

 

 

PROGRAM ADMINSTRATOR- CAO 

Application Deadline: Open until filled 
 

 
A full time permanent opening exists for a Program Administrator. Reporting to the State 
Court Administrator (SCA), the work location is Montpelier.  The ideal candidate for this 
position will have the personal qualities of integrity, energy and a strong preference for 
collaborative problem-solving.  Work is performed with considerable latitude for the 
exercise of independent judgment and initiative. Occasional travel to other locations 
throughout the state may be required. Private means of transportation is necessary. 
Travel will be reimbursed according to reimbursement policies of the State of Vermont.  
Job code # 16087. 

 
PURPOSE:  
 
Administrative, supervisory and technical work at a professional level for several 
functions within the administrative offices of the Vermont Judiciary.  Duties may include 
serving as administrative assistant to Chief Justice and State Court Administrator plus 
operational oversight of assigned programs. Frequently provides exemplary customer 
service to diverse parties including representatives of other branches of state government 
and the media requiring decision making with little concurrent supervisory review. 
Provides confidential program coordination to boards such as Judicial Conduct Board, 
Judicial Nominating Board and Professional Responsibility Board. 

 
 

ESSENTIAL JOB FUNCTIONS:  

 

 As delegated, may perform assigned tasks of a complex nature requiring 
independent action and full accountability for program results. 

 Establish a system for screening, tracking and prioritizing a high volume of phone 
and Email messages to the SCA. Create system for organization of 
communication traffic.    

 Independently decide appropriate response to incoming inquiries from internal and 
external parties. Decides when to respond independently, delegate to others or 
forward to the SCA.  

 



 

 Calendar scheduling for SCA including appointments with members of legislature 
and executive branch, Supreme Court, CAO leadership and others.  

 Coordinate a comprehensive filing system to categorize and organize all 
information including correspondence, reports, financial data, legal documents 
and reference materials. 

 Prepare and finalize reports and various documents requested by boards, the 
legislature or outside entities.  

 Provide confidential support (i.e. budget tracking, agenda preparation, taking 
minutes, coordinating implementation) to CAO and Supreme Court.    

 As assigned by the SCA from time to time, provide confidential support for a 
board, CAO division head or program manager. 

 May serve as a legislative contact.  

 May track and monitor legislation by the coordination of an electronic directory.  

 Work independently on difficult and complex tasks.  

 Communicate effectively orally and in writing. 

 May prepare a variety of fiscal, statistical, or narrative reports.  

 Coordinate with other members of team to provide back-up support regarding the 
following: program coordination of Judicial retentions process; bail bondsmen; 
public records requests and tracking; income for Judicial Conduct Board; travel 
arrangement for leadership; publishing rules, including coordination with rules 
committees and boards, drafting and ensuring publications across several 
platforms; edit and update content on public website. 

 May have specific program and grant responsibilities including supervision and 
management. 

 This position is responsible for all duties defined and other duties as assigned 
such as training other employees. 

 

OTHER DUTIES AND RESPONSIBILITIES: 

 
The above statements provide the general nature and level of work performed by 
employees of this classification.  It is not intended to be an exhaustive list of all the 
responsibilities, duties and skills required.  Actual assigned duties may differ due to 
the varying needs of the Judiciary. 
 

MINIMUM QUALIFICATIONS, JOB SKILLS AND ABILITIES: 
(Required to perform the essential functions of the job.) 
 

Bachelor's degree AND three (3) years or more of experience at a professional level 

in program administration, OR 

Seven (7) years or more of experience at a professional level in program 
administration. 

 
 



SALARY: 

The annual equivalent for this position will be $46,930 or higher depending upon 
experience. 

 

BENEFITS: 

 Twelve days each of vacation and sick leave are earned per year.       

 Twelve holidays are paid per year.  

 Group life and medical insurance are available. 

 Dental coverage is effective after six months. 

 Long Term Disability coverage after one year. 

 Deferred Compensation (457 Plan), a supplemental savings and investment plan 
for retirement.   

 Membership in the Vermont State Employees’ Retirement System, through either 
a Defined Benefit (i.e. pension) plan or through a Defined Contribution plan. 

 

Submission of Applications: Candidates shall submit a complete and up-to-date 
Judicial Branch Application and a resume to the following email address: 
jud.jobs@vermont.gov       

Format E-mail subject line as follows: “your name 16087” (example: Smith 16087) 

In your e-mail please refer to where you were informed of this recruitment notice 

An electronic version of the Application found at: www.vermontjudiciary.org.   

 

Equal Opportunity Employer 

 

mailto:jud.jobs@vermont.gov
http://www.vermontjudiciary.org/

