VICTIM/WITNESS CASE MANAGER

(BILINGUAL-SPANISH LATINO)

DEFINITION

Under general supervision of the Director of the Victim/Witness Unit, provides direct services to crime victims, members of their family, and witnesses.  The position works cooperatively with law enforcement agencies; attorneys, the Department of Human Services; community service agencies, government agencies, and the courts; and perform other duties as assigned.  

EXAMPLE OF DUTIES

Provide comprehensive court related services to child and adult victims of juvenile and adult offenders; provides the following mandated (time sensitive) Chapter 950 services to victims and witnesses of crime:  orient victims and witnesses to their rights; notice of bail conditions; notice of court dates, coordinate all court preparation meetings with victims and witnesses; coordinate hotel and transportation arrangements for victims, witnesses, and expert witnesses; notice of court cancellation; notify victims of any significant development in case status; assist victims and witnesses with necessary short and long term safety plans; make referrals to community services; act as a liaison with attorneys, the courts, and police agencies; make necessary arrangements for victims and witnesses with special needs such as children, the elderly, the disabled, sexual assault and domestic violence victims, and family members of homicide victims;  coordinate briefings before and after every hearing; provide court accompaniment; orientation to the criminal court process; obtain and verify restitution information; submit restitution orders to the court; make arrangements for return of property that is held as evidence; assist with Crime Victim Compensation applications; assist victims/families with  developing and submitting to the court victim impact statements; provide final disposition information; provide appellate notification.  Maintain accurate data to ensure Chapter 950 compliance; and assist in evaluating, and improving office policies and procedures.

EMPLOYMENT STANDARDS

Education and Experience:   A Master’s degree in social work or closely related human service field from an accredited university, and six months of professional experience; or a Bachelor’s degree in social work or a closely related human service field from an accredited university and one or more years of professional experience (preferable in the area of victim/witness services or in the field of criminal justice).  A degree is required, but consideration will be given for applicants who possess a degree other than social work or a human service field and possesses a firm knowledge of American and Latino/Hispanic culture, customs and traditions and relevant work experience and ability to work with members of these cultures.

Knowledge, Skills and Abilities:   Thorough knowledge of computers, data entry formats and word processing; knowledge of the special needs and problems of crime victims; knowledge of or demonstrated interest in the criminal and juvenile justice systems; knowledge of community resources and how to use them effectively; effective oral and written communication skills in Spanish and in English; ability to perform duties without bias, prejudice or intolerance; ability to participate effectively as a member of a team; ability to work independently and to organize and plan work assignments; ability to understand and follow oral and/or written instructions; ability to participate in and appropriately use available supervision; and ability to maintain accurate records.
SPECIAL REQUIREMENT:  The ability to speak clearly and appropriately in the English language and speak, write and communicate fluently and effectively in Spanish is essential (must be bilingual Spanish/English).  Candidates will be evaluated on bilingual skills before progressing to the interview stage.   
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