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Candace Atkinson

While in college earning an AA in Business, I was assigned to go on a 
mock interview.  I arranged an interview with the local Sheriff’s 
Office and two weeks later they called and offered me a position as a 
Correctional Officer.  While working for the Morgan County Sheriff’s 
Office, I also worked as a Dispatcher, Commissary Officer, and in 
Administration.  After the County built a combined Courthouse and 
the Dispatch Center was separated from the Sheriff’s Office, I moved 
to Communications. 

I moved out of the area to follow my spouse where I worked in the 
California Department of Corrections.  I worked in the Records 
Department where I worked in the file room, NCIC desk, Appeals 
Desk, Parole Desk, Transfer Desk, and also the Word Processing 
Desk where we processed any legal paperwork needed by the prison. 
I worked in the Appeals Division for a short time as well.  The prison 
that I worked out housed over 2,000 prisoners.   

After returning to my home area, I accepted a job at the District 
Attorney’s Office as a receptionist.  I soon moved to a grant coordinator, and then to supervising the legal 
administrative staff.  During that time, I worked with the State to get the office connected to the 
Statewide system for District Attorney’s Offices and ultimately to the State court system.  I was 
responsible for our network, printers, training and quality control.  I also carried a caseload for the 
District Court cases both adult and juvenile.  I also backed up the legal assistant for traffic and 
misdemeanors.  I also assisted the financial officer with accounts payable and receivable, payroll, and 
budget preparation. 

I had accepted a part-time job wanting to concentrate on completing my bachelor’s in psychology, when a 
Court Administrator position came open in Greeley.  It was required that you have a 4-year degree, and I 
hadn’t completed my degree, although I was very close to graduating.  I applied for the position and was 
offered the job.  During my time there I supervised 11   clerks and was responsible for the overall 
operations of the court.  This included personnel issues, accounting, indirect supervision of our Marshall, 
policy and procedures, training, the court data base, and working with internal and external customers. 

About this time my children were all grown and out of the home, so for the first time I felt that I had the 
freedom to explore and grow my knowledge by seeking work in a larger higher-level court.   I accepted a 
position with the Federal Courts as a Jury Administrator in the Northern District of Florida in 
Tallahassee.  I took care of all the jury needs for Tallahassee, Gainesville, Panama City and Pensacola. 
This included summoning jurors, processing requests for excusal or postponement as well as paying the 
jurors that served.     

After some time, I realized that it was not easy to travel in and out of the area to go home and visit my 
children, so I accepted a position with the Maricopa Superior Court in Phoenix in the same role.  I was 
responsible for all jury needs for all courts in Maricopa County.  I supervised 9 jury clerks, a Deputy 
Court Administrator, Jury Lead, and a Jury Supervisor.  I also ran the jury reporting center for the 
downtown Phoenix courthouses having between 245-745 jurors reporting every day. 
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The Court Administrator who hired me at the Maricopa Superior Court had retired and taken a position 
with the Arizona Supreme Court.  We had kept in touch, and he had been encouraging me to apply for 
positions there.  I did apply for a manager III position with the Fines, Fees, and Restitution unit (FARE) 
and was selected.  I was responsible for the collection program for the entire state of Arizona which 
involved working with all the courts in the State as well as the company that had a contract for the 
collections part of the program.  Our unit also did tax and lottery intercept.  The total collections 
averaged around $50 million a year. 

As my children matured, they started to have children of their own, and the pull to return to the area was 
very strong.  I accepted a job with the City of Westminster, CO as the Court Administrator and moved 
back to my home state of Colorado in March of 2020, just as everything was shutting down with the 
pandemic.  During my first year at the Court, I did not see the other half of my staff except on Teams and 
GTM calls.  Our Court worked in teams in the office every other day, and at home the other two days.  We 
reopened in June of 2021, and then went back into teams until June of 2021.  During the second shut 
down we had improved the technology and the operations of the Court enough that we ran a full docket 
virtually.  My experience working with remote teams was valuable during this transition. 

My education was a strong part of my success in my career goals and aspirations.  I also felt that it was 
important to be an example for my children.  I received my Associates in Business, and a second one in 
Psychology with an emphasis in criminology.  I went on to receive my bachelor’s in psychology with an 
emphasis in Criminology and a certificate in the Psychology of Violence from Regis University.  I received 
this degree while working full-time and raising 3 children.  I continued my education at Regis University 
and received my master’s in organizational leadership.  I graduated both programs with a 4.0 GPA.   

While working at the Arizona Superior Court I received a certificate for completing the National Center 
for State Courts (NCSC) Court Manager program.  At the Arizona Supreme Court, I completed the Court 
Executive program.  I worked with the NCSC to create a document that outlined jury standards for all 
courts and also served as a pilot court with the company that provided our jury data base on several large 
projects.  I also attended several networking courses while working at the District Attorney’s Office to 
assist with technical issues and troubleshooting for the network. 
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Why I Should be the Court Administrator and Detention Director 
 for the City of Aurora, CO 

 
The position at the City of Aurora for the Court Administrator is a highly unique position.  It caught my 
interest as it takes both detention and court experience, and that is not common, and I have extensive 
experience in both.  After consideration, I felt that I had the experience and education needed for this 
position.  I feel that I would do an excellent job of serving the community and being a representative for 
the City of Aurora.  I have high work and ethical standards and have always strived to be an example in 
my field and to my staff. 
 
I have worked in Government roles for most of my career.  I was a single mom for many of those years 
and working for government allowed me to earn a living for my family and serve my community in a 
capacity I otherwise would not be able to do.  I started this journey and line of work by accident, and it 
has led to many job opportunities and experiences that I treasure, and I look forward to what the future 
may bring. 
 
An area that I feel strongly about is the access to justice.  As a Court Administrator, you have the 
opportunity and ability to make changes to give litigants every opportunity to succeed.  Small changes, 
like improving payment options, can make a difference.  Knowing the obstacles they face and how to 
make changes in your operations to overcome them is the best thing to do for the defendants and our 
community.   
 
I have also worked with and around Victim Advocates for a large portion of my career.  While working at 
the District Attorney’s Office we also completed the victim notification on cases.  Working with Victims 
and having an impact on their experience working with courts, is another reason that working in the 
courts has given me great satisfaction. 
 
Another area that has brought me satisfaction, is the ability to work with staff to prepare them for 
leadership roles and to obtain their career or life goals.  Succession planning starts with entry level staff 
and is a lifelong commitment of mine.  The ability to grow and mentor staff is another reason that I am 
interested in this opportunity.   
 
I have worked in many different levels of the court system, and I believe that Municipal Courts have the 
largest impact on our community and the legal system. Municipal Courts have historically represented 
the safety, concerns, and needs of the community it represents and have a crucial role in our criminal 
justice system.   Municipal Courts can respond quicker to changes in programs, specialty courts, or 
legislative updates unlike the State Courts.   The special needs and wants of the community can be 
reflected in the Municipal Court in a way that a larger State court could never mirror.  Municipal Courts 
reflect the values and needs of the community. 
 
Municipal Courts also lower the caseload of State Courts, which allows them to concentrate on the 
higher-level crimes.  It would be an extreme hardship on the State Courts to handle all the cases that are 
handled in the Municipal Courts.  When jury trials do happen at the Municipal Court, it is truly a jury of 
your peers, as they are from your immediate community. 
 
Municipal Courts have proven their value to the criminal justice system for many years.  I believe that it 
is the best example of our justice system and how the criminal justice system works for both defendants 
and victims.   More citizens will have an interaction with a Municipal Court than they will for any other 
court, so it is the Municipal Court that sets the impression of the justice system, and this is where my 
passion lies. 
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Court Administration and Detention Center Experience 

Detention Center Experience 
When I started this path in my career, I began as a Correctional Officer.  I worked for Morgan County 
Sheriff’s Office for almost 5 years.  I did booking, fingerprinting, inventory, cell checks, searches, bonds, 
discharge paperwork, and was the commissary officer.  During that time, the Correctional Officers were 
also in charge of dispatching for the Sheriff’s Office.  There were usually 4-5 Correctional Officers per 
shift, so I learned everything from booking to release.   We housed anywhere from 16-24 prisoners at 
various stages in their court case or until they transferred to State prison.  I also did transports of adults, 
juveniles, and mental health holds. 

As I moved into Administration, I was responsible for all paperwork and filing related to the jail and to 
the officers on the street.  I created and updated our first database and transferring the written contact 
cards into the system.  I also coordinated the installation and training for computers and printers for the 
administrative staff and the officers. 

I worked for the California Department of Corrections in the records division for 18 months.  During that 
time, I worked in the file room, NCIC criminal histories desk, appeals, parole, transfer desk, word 
processing desk, as well as in the appeals office.  The prison housed over 2,000 inmates and was a mid-
level security prison. 

I also worked at the juvenile detention center in Brush Colorado for just under a year in the 1990’s.  I 
served as a pod supervisor with about 30 juveniles in the pod.  We were responsible for all aspects of 
monitoring, disciplining, and movement of youth for recreation time, class time, court appearance, and 
visitation. 

Court Administrator Experience 
I worked as a Court Administrator for the City of Greeley for almost six years.  I also served as the Jury 
Commissioner.  I supervised 10 Court Clerks, one file runner, and indirectly supervised our Court 
Marshall.  I was responsible for all aspects of running the court including personnel issues, budget, 
policies and procedures, presentations to City Council, collections, court database, coordinating the 
movement of inmates for court, and balancing.  

We did not have a formal probation, but all staff oversaw the informal probation cases including 
compliance and non-compliance.  We also monitored class completion and ankle monitoring for cases 
involving minors in possession. 

I oversaw the process of creating and posting an RFP for a new court system.  Once chosen I worked with 
the vendor on customizing the system to meet the court’s needs, training of staff, and the manual 
conversion of data from the old system into the new system.  I was also able to run basic SQL scripts to 
correct data, or to assist in the finding of misapplied payments.  I served at the liaison between our IT 
department and any issues that arose in the court system, networking issues, or printing issues.   

I worked for the Federal Court system as a Jury Administrator for 18 months.   I was responsible for all 
jury needs for the Northern District of Florida.  During that time, I implemented the jury online system 
in our jury system and streamlined the jury summons process.  I was able to improve our jury utilization. 
We were one of the top courts in the nation with utilization.  I created email reminders for jurors who 
needed to report, and who were excused.  I also increased the use of our automatic phone call system to 
improve notification to jurors.   

I accepted the same position with Maricopa Superior Court and worked there for 5 years.  The jury 
system was the same company as the Federal Courts, so I was able to work with the vendor to make our 
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court be the pilot to update versions to have more functionality.  I implemented an online interface for 
jurors to qualify, postpone, request excusals, and to provide medical information for medical excusals, as 
well as ask to be excused due to being over the age of 70.  I also implemented an email reminder and 
reporting system for jurors, which increased the rate of jurors reporting and allowed less jurors to be 
summoned.   
 
During my time with the Maricopa Superior Court, I was involved in the planning of a new 13 story 
criminal tower which included designing and implementing the technology in the jury area.  The jury 
area had a capacity of 820 people, not including the staff area, 44 large TV screens, a quiet room, a 
mother’s room and 15 kiosk stations, as well as a panel staging area.  The TV displays allowed us to show 
orientation videos, movies, and to alert jurors in the waiting area when they were assigned to a panel.  
The technology and procedures allowed us to be able to check-in and get over 700 jurors to the 
courtrooms before 10 a.m. with a reporting time of 8 a.m. 
 
Once at the Arizona Supreme Court, I worked in the Fines, Fees, and Restitution (FARE) unit.  This unit 
was responsible for collections of overdue fines and fees for all courts in the State of Arizona.  We worked 
extensively without IT department to implement changes in the court system as well as in our tax and 
lottery intercept program.  We implemented an off-site cash payment system that allowed defendants to 
make cash payments at retail locations nationwide any time of the day, weekend, or holidays.  About 30% 
of defendants were unbanked or underbanked, so this allowed them to make payments without having to 
travel to a courthouse, take time off work, or worry about childcare. 
 
We also implemented a compliance assistance program that allowed defendants to make a small down 
payment on their delinquent case.  The remainder of the collection fee was waived from their case, and 
they were put on a reasonable payment plan.  In order to implement this plan, our vendor who did our 
collections had to agree to take almost a million-dollar reduction in revenue.  This program also involved 
changes in the court system, state-wide training, and marketing out to defendants so that they were 
aware of the program. 
 
My current position is the Court Administrator with the City of Westminster.  I have been in this position 
since April of 2020.  I started during the pandemic, and the Court was not set up for teleworking or 
remote hearings.  Staff was working in teams with only half the clerks in the office at a time.  I was able to 
work with IT to change out our desktops to laptops to allow staff to work at home from a city device.  I 
also proposed getting Teams to allow staff to meet virtually and ordered cameras for staff to be able to 
participate in video calls and training during the transition. 
 
Since starting with the City of Westminster, I have worked with IT to upgrade our servers which were 
about 6 years past retention replacement, updated our court system to be up to the current version, 
which was years behind, updated our ordinance table to ready the Court for electronic tickets, served as a 
pilot program with our vendor for text message reminders, updated our jury wheel which had not been 
updated in about 10 years, updated our court recording system (FTR) to the current version that we had 
paid for the year prior, and implemented imaging that was also paid for over a year prior.  Working with 
our language access plan, all forms in the Court and Probation were translated into Spanish and in the 
court system.  I also worked with our vendor to install video conference equipment into our second 
courtroom so that we could do virtual hearings in both courtrooms.  All these changes enabled us to run a 
full docket the second time that we shut down, rather than just in-custodies and continuing all other 
cases. 
 
At the City of Westminster, we have 4 staff in our probation office.  One Probation Supervisor, 2 
Probation Officers, and one Court Clerk.  Normally we have between 300-400 active probation cases a 
year.  Our Court has a fast-track program for domestic violence cases, which are a large portion of the 
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probation caseload.  I oversee the operations of this department with the Probation Supervisor, who acts 
as part of the court leadership team. 

The Westminster Municipal Court also has 2 security officers at our entrance that are under contract with 
an outside vendor.  We also have two retired police officers that maintain security inside the courthouse 
and courtrooms, and two police department Marshalls who assist with higher level security issues and 
inmate transports.  I work directly with all of the security providers and the police department on any 
issues or concerns. 
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