COMMITTEE COORDINATOR/PROCESS EVALUATOR

DEFINITION
Under the general direction of Community Services Manager for AODA services, provide primary staff support to the AODA Manager, support the Drug Treatment Court Program Advisory Committee, provide management and oversight functions for other jail diversion programs, maintain a comprehensive management information system and perform other duties as assigned.

EXAMPLES OF DUTIES

Prepares and disseminates the Drug Treatment Court Program Advisory Committee minutes, compiles information, drafts program documents, and responds to information from Committee members and the public. Gathers and maintains outcome data and other management information regarding jail diversion programs. Conducts process evaluations of jail diversion programs.  Prepares grant applications and required reports for grants.  Conducts interviews, designs and administers questionnaires, analyzes data, and presents findings. Performs other duties as assigned.

EMPLOYMENT STANDARDS

Education and Experience:  Bachelors degree in social work, sociology, social psychology or a closely related field from an accredited graduate university; Masters degree preferred.  Two years of employment in the fields of strategic program planning and program evaluation is preferred.  Extra credit is given to those with experience in alcohol and other drug addiction programs, mental health treatment and/or offender treatment programs.

Knowledge, Skills and Abilities:  Knowledge of strategic planning methodologies and program evaluation, alcohol and other drug abuse, mental health treatment and familiarity with the Dane county alcohol and other drug abuse and mentally health service delivery systems.  Knowledge of the criminal justice system.  Knowledge of the needs of offenders and treatment programs that successfully serve offenders.  Computer skills are required in the preparation of minutes, reports and maintenance of mailing lists, the compilation and analysis of data and the use of the Internet.

Special Requirements:  Possession or eligibility for a valid Wisconsin Driver’s license and access to reliable personal transportation.
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