VICTIM/WITNESS CASE MANAGER
DEFINITION

Under general direction in the District Attorney's Victim/Witness Unit Manager, provides direct services to crime victims and witnesses.

EXAMPLES OF DUTIES

Contacts citizen witnesses/victims to inform them of the status of the case in which they are involved; determines whether they will have any problems appearing in court and seek resolution of any problems presented in order to ensure witness appearance in court; orients witnesses to their rights, to the criminal justice procedures and to community and government resources available to them; makes referrals to appropriate community agencies as needed; provides court preparation and counseling as it relates to testifying; provides court accompaniment and support for victim/witness and during court hearings, court preparation meetings with assistant district attorneys and other activities required of victim/witnesses by the criminal justice system; interprets to witnesses the importance of their role; reassures and persuades reluctant witnesses to ensure their continued involvement; coordinates meetings between the victim/witness and the assistant district attorney to ensure that the victim is adequately prepared for all court appearances; assists victims/families with developing and submitting to the court victim impact statements at sentencing; acts as witness advocate and liaison with various court and police agencies; investigates whereabouts of hard-to-find victim/witnesses; makes necessary arrangements for victim/witnesses with special needs such as children, the elderly and the disabled; arranges for protective services when appropriate; contacts victims for restitution purposes; requests victim loss information and verification of losses; explains restitution procedures; works with defense attorneys and probation agents on an on-going basis; orients victims to the benefits available from the state's crime victim compensation program; assists victims with application procedures; and assists with the preparation of statistical and annual reports.

EMPLOYMENT STANDARDS

Education and Experience:  A master’s degree in social work or closely-related human services area from an accredited university and six months of professional experience (preferably in the field of victim/witness services or in the field of criminal justice); or a four-year bachelor’s degree in social work (or closely related human service field) from an accredited college or university with two years of professional  experience (preferably in the area of victim/witness services or in the field of criminal justice); plus 400 hours of internship or in-service training credits as approved by the Department of Human Services.  Graduate courses in social work or a closely related human services area approved by the Department of Human Services may substitute for the internship or in-service training credits on the basis of one graduate credit for sixteen in-service training credits.

Knowledge, Skills and Abilities:  Knowledge of the special needs and problems of crime victims; knowledge of or demonstrated interest in the criminal justice and juvenile justice systems and knowledge of community resources.  Ability to perform duties without bias, prejudice or intolerance; ability to work as part of team effort to solve problems; ability to work independently and to organize and plan work assignments; ability to maintain accurate records and ability to communicate with others orally and in writing.
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