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         Classification Description

DUI PROGRAM COORDINATOR
Department:
Human Services






FLSA: Non-Exempt
Job Class #:  
050100







Represented: No
Pay Range:
0K04
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is responsible, professional program coordination work for the Human Services Department.  An employee in this class is responsible for overall management and direction of the Tacoma/Pierce County DUI Task Force.  The incumbent is expected to exercise independent judgment and make decisions within established policies and standards.  
ESSENTIAL FUNCTIONS:
· Lead a collaborative effort to develop direction of the Tacoma/Pierce County DUI Task Force.

· Write and administer the Task Force's contract.

· Develop and monitor the Task Force budget.

· Act as a liaison between Pierce County, City of Tacoma, Washington State Traffic Safety Commission, DUI Victims Information Panel, community and statewide organizations.

· Educate and inform Task Force members, law enforcement officers, community organizations, military personnel, businesses and other organizations about impaired driving and traffic safety issues.

· Plan, implement and support student and school alcohol and drug free activities.

· Develop and utilize community and statewide corporate resources to promote safe and sober driving activities.

· Develop working relationships with agencies and organizations that are related to substance abuse and impaired driving issues.

· Participate on local and statewide planning committees for legislative issues, safe and sober driving campaigns, fund development work groups and other activities as required.

· Supervise activities of the Task Force volunteers.

· Plan, develop and promote the DUI Task Force Program activities.

· Coordinate program activities with other programs, agencies and organizations.

· Conduct public presentations.

· Participate in work groups in the Human Services Department.

· Maintain regular, predictable and punctual attendance during regular scheduled work hours at assigned worksite.
· Meet the traveling requirements of the position.
ESSENTIAL FUNCTIONS: (continued)
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:
· May schedule and oversee public presentations.

· Perform other related duties as required.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the general direction of an administrative superior in the Human Services Department who provides assistance and advice with complex or unusual problems, though the incumbent is expected to exercise independent judgment and make decisions within established policies and standards.  Work is reviewed through conferences, reports and program results.

WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position. The DUI Program Coordinator typically works in an office environment on a daily basis. Incumbents may be required to work at a desk or other work station for prolonged periods; constant attention to detail is required.  Ability to concentrate with frequent interruptions and general office noise is required. 

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and minimal unassisted lifting associated with the job duties is required. Ability to travel to various worksites may be required.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Principles and practices of planning, program coordination, grant writing, monitoring and evaluation.

· Methods and procedures involved in budget preparation, management and development.

· Resources available within the community.

·  Problems, attitudes and needs in the area of the DUI system.

· Applicable federal and state laws, rules, regulations, policies and procedures.

Skill in: 

· Use of independent judgment and effective decision-making in the application of a variety of laws, policies and procedures and in effective problem-solving.

KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Ability to:

· Analyze and interpret findings; prepare comprehensive reports; and conduct public presentations.

·  Negotiate and problem solve.

·  Express ideas clearly and concisely, both orally and in writing.

·  Establish and maintain a cooperative and effective working relationship with co-workers, County management, private and public officials, professionals, citizen groups and the general public.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Associate of Arts degree in Public/Business Administration, Human Services, Accounting or related field and two or more years of progressively responsible program coordination is required.  Additional experience or education may substitute for the recruiting requirements. 

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  A valid Washington State driver’s license  will be required when travel is required of the position.  Successful completion of a Washington State Patrol background investigation is required prior to employment.
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