Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  October 23, 2003; Reviewed:  July 11, 2011
CRIME VICTIM SERVICES COORDINATOR

DISTINGUISHING FEATURES OF THE CLASS:   This position is responsible for providing a variety of support services to crime victims to assist them in coping with crises and cooperating with the criminal justice system.  Examples of services are assessment, support, referral, and advice on rights and responsibilities.  The incumbent may be required to work nights and weekends and may meet with clients in office, home, or hospital settings.  The employee works under the general supervision of the District Attorney’s Office.  Does related work as required. 

TYPICAL WORK ACTIVITIES:
Completes client assessment to determine need for services;

Assists clients to understand court procedures as well as their rights and responsibilities;

Provides emotional support and advocacy to victims and their families;

Refers clients for trauma, psychiatric, legal or other counseling or support services when required;

Informs victims of court appearance dates and times as well as postponements and cancellations;

Accompanies victims to Court and/or interviews with police or probation;

Provides information and assists clients in filling out forms for services and filing assistance claims;

Arranges appointments, transportation, and other services for victims;

Maintains accurate client records and prepares and submits reports relative to service delivery and program operations;

Reviews case records to assure compliance with State laws and mandates and agency policy;

Recruits, trains and oversees volunteers to work with victims;

Maintains cooperative relationships with courts and various community services agencies;

Provides program presentations to various public and private agencies.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Good knowledge of Crime Victims Compensation Program and of the rights of victims and witnesses; 

Good knowledge of community services agencies;

Good knowledge of the policies and procedures of the agency;

Working knowledge of criminal justice system and court procedures;

Working knowledge of interviewing techniques;

Ability to communicate clearly both orally and in writing; 

Ability to assess needs of victims and make appropriate referrals;

Ability to establish and maintain good working relationships with clients, staff, and various agencies;

Ability to work independently;

Ability to relate well with persons under stress or emotional strain;

Ability to maintain records and prepare reports;

Ability to exercise discretion and sound judgment;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: 
A. Graduation from a regionally accredited college or one accredited by the New York State Board of Regents to grant degrees with an Associate’s Degree in Criminal Justice, Social Work, Human Services, Paralegal Studies, Sociology or Psychology or a closely related field and one year of paid professional experience:  (1) in the delivery of health, social, or community services, or (2) in a law enforcement setting, or (3) in a community service agency dealing with crime victims; or

B. Three years of experience as described in (A) above.

SPECIAL REQUIREMENT:  Possession of a New York State Class D driver’s license at the time of appointment and throughout the duration of employment or otherwise demonstrate ability to meet the transportation needs of the position.
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