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Judicial Council of Georgia 

Administrative Office of the Courts 
JOB ANNOUNCEMENT 

Business Support Analyst (Part-time) 
Extended 

 

 
Recruitment Period: Submit resume by January 10, 2020 

Number of Positions:   One (1) position FLSA Status: Non-Exempt 

Hiring Salary:   $16 to $28 per hour Position Location: Fulton County, GA 

 

 
Job Summary: 

 

The Judicial Council/Administrative Office of the Courts seeks to hire a part-time Business 

Support Analyst to perform various tasks within the Judicial Services Division. Under the general 

supervision of the Assistant Director, the Business Support Analyst provides the Judicial Council, 

Administrative Office of the Courts, and the Council of Accountability Court Judges data analysis 

support that drives policy and enhances court administration. The Analyst synthesizes 

programmatic and operational data, prepares reports, and conducts quality control of court-

submitted data. The Analyst serves as an expert on techniques used in deriving, aggregating, 

analyzing, and interpreting data from accountability courts.  The position works  

with and may interact with stakeholders from internal and external customers, including, but not 

limited to, the Council of Accountability Court Judges. The position travels to courts, when 

requested, to provide hands-on technical assistance with state reporting.  The Analyst organizes 

and integrates data from a variety of sources for incorporation into a data warehouse or for use in 

reports drawing on multiple data sets. 

 

Job Responsibilities and Performance Standards: 

 

• Provides technical assistance to courts by traveling to court locations to offer hands on training and 

assistance in statewide reporting.  

• Updates documentation on data collection, transmission, and reporting standards. 

• Performs quality control on court data submissions to ensure that data received from courts is 

accurate, error-free, and meets standards defined by the Judicial Council or the Council of 

Accountability Court Judges as applicable.  

• Maintain close working relationships with internal and external customers, responding to research 

requests. 

• Support the Council of Accountability Court Judges, the Commission on Dispute Resolution, 

Judicial Council boards and committees, and other trial court councils to fulfill their statutorily 

mandated data collection and reporting requirements and by performing specific duties as requested. 

• Perform other duties as assigned, including maintaining records in accordance with established 

retention policies. 
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Minimum Qualifications: 

 

• Bachelor’s degree in public administration, public policy, political science, criminal justice, judicial 

administration, statistics, or other similar field with major coursework in statistics or research 

methodology or two years of related experience. 

• Proficiency in the Microsoft Office Suite, Adobe Acrobat, and SQL, and project management 

software and principles.  

• Knowledge of Georgia court processes, operations, and standards and experience with courts or 

court-related subject matter. 

• Ability to satisfactorily complete a criminal background check. 

• Possession of a valid Georgia’s driver’s license and ability to operate an automobile. 

• Ability to travel in and out-of-state, occasionally overnight, with expenses paid on a reimbursement 

basis. 

Preferred Qualifications: 

 

• Extensive knowledge of the Georgia court system, including general court processes and operations, 

and experience with courts or court-related subject matter. 

 

Technical Competencies: 

 

• Knowledge of   the basic concepts of   project management and ability to manage multiple projects 

simultaneously. 

• Ability to review information, identify pertinent project areas for investigation and make 

recommendations as part of a team. 

• Ability to analyze current processes and procedures and make recommendations for improvement. 

• Ability to collect, synthesize, and analyze a variety of data from multiple sources. 

•  Experience in report writing and training/briefing staff and elected officials. 

•  Ability to communicate, express ideas clearly and concisely, both orally and in writing. 

• Ability to present research and evaluation in a variety of presentation formats, including in- person, 

written, and over the internet. 

• Ability to remain highly organized, detail oriented, and motivated in fluid work environment. 

• Ability to work in a collaborative, team environment. 

To apply: 
 

Applicants must submit a resume and link to web development portfolio to resume@georgiacourts.gov by close 

of business January 10, 2020. This position is subject to close at any time once a satisfactory applicant pool has 

been established. 
 

Subject line must include: Business Support Analyst 

Additional Information: 

Due to the volume of applications received, we are unable to provide information on application status by 

phone or email. All qualified applicants will be considered but may not necessarily receive an interview. 

Selected applicants will be contacted by the hiring manager to complete next steps in the hiring process. 

Applicants who require accommodations for the interview process should contact resume@georgiacourts.gov 
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or call 404-463-0638. The JC/AOC will attempt to meet reasonable accommodation requests whenever 

possible. 


