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        Classification Description

Victim Witness Program Specialist

Department:
Prosecuting Attorney






FLSA: Non-Exempt
Job Class #:  
219600







Represented: No
Pay Range:
0K03
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 a varied professional victim service position in the Prosecuting Attorney's office.  An employee in this classification is responsible for providing services to victims of felony crimes and their families which include crisis intervention, assessment of victims needs, criminal justice orientation, advocacy in the courts and referral to other community resources.  Duties may include grant writing, monitoring special projects, public speaking to community groups, supervision and training of student interns and volunteers, handling of restitution and property release issues and assisting victim and witnesses with court-related problems.  An incumbent may function independently or work as a team member.  Work is reviewed periodically by an administrative superior through observation, conference, reports and evaluation of results.

ESSENTIAL FUNCTIONS:
· Interviews and counsels victims, assesses needs, responds to crisis situations, provides resources and referrals to outside agencies, reviews police and medical statements of victims.

· Evaluates, assesses and prepares written reports on cases.  Makes specific restitution recommendations to prosecutors and other outside criminal justice or social service agencies.

· Orients victims to the Criminal Justice System.  Responds to legal process and procedural questions as cases proceed through the system with the assistance of deputy prosecuting attorneys; and provides support and assistance relating to victimization issues.

· Assists prosecutors before and during trials and court hearings.  Provides emotional support to victims.

· Responds to telephone inquiries and walk-in requests for services and information about the Criminal Justice System.

· Reviews prosecutors on-going cases files.  Ensures that accurate and timely documentation is included.

· Appears at hearings concerning restitution.

· Develops and compiles case data for grant proposal development.

· Coordinates follow-up statements and releases with police and prosecutors. 

· Assists clients with Crime Victim Compensation forms and information.

OTHER JOB FUNCTIONS
· Participates in development of community resources and services.  Represents victim/witness unit at community meetings and gives presentations as needed.

· Trains and supervises volunteers and their activities.

· Performs other related duties as assigned.

KNOWLEDGE, SKILL AND ABILITIES:
Knowledge of principals and practices of victim counseling.

Knowledge of philosophy and operation of Criminal Justice System and victims role.

Knowledge of local, state, federal and private resources and agencies related to work performed.

Knowledge of basic interviewing, diagnostic and counseling techniques.

Ability to speak to small groups and make oral presentations.

Ability to assign and monitor the work of interns or volunteers.

Ability to structure own workload and work independently.

Ability to communicate effectively, both orally and in writing.

Ability to work in a high stress environment and under crisis situations.

Ability to develop and prepare grant and funding proposals and monitor projects.

Ability to physically perform the essential job functions.

Ability to meet the traveling requirements of the position. 
RECRUITING REQUIREMENTS:
Graduation from a four year college or university with major coursework in sociology, psychology or related criminal justice field.  Two or more years of experience in criminal justice or social casework.  Additional education or related experience may substitute for the recruitment requirements.
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