[bookmark: _GoBack]NEZ PERCE COUNTY
JOB DESCRIPTION
Job Title:  Temporary Part-Time Problem-Solving Court Assistant Coordinator   
Date Last Revised: 7/7/15

Department: District Court		
Reports to:  Resident Nez Perce County District Judge
	

Job Summary:
Assist in the operations of the Nez Perce County Courts as assigned in accordance. This is a part-time position that will not exceed 19 hours a week. This position is subject to receipt of funding from the Idaho Supreme Court.


Duties and Responsibilities
Essential
· Assist in coordinating efforts to identify community resources and organize efforts to provide a full continuum of needed treatment services including addiction treatment, educational and vocational services, safe and sober housing, ongoing recovery support services, health care, family services, mental health and other beneficial community supports.
· Assist in providing guidance to involved agencies and to other stakeholders and the public as to eligibility criteria for participation. 
· Assist in coordinating the completion of the application process for prospective participants including gathering of application materials; communicating with attorneys, assessment professionals, and probation officers; and direct client screening or assessment interviews.
· Compile necessary participant identification and other data to support determination of eligibility for participation and assure it is accurately communicated to and considered in team admission staffing’s.
· Compile information on participant compliance with conditions of Problem-Solving Court participation and assure it is accurately communicated to and considered in team progress staffing’s, including preparation of case compliance and progress summaries for court status hearings.
· Attend staffing’s and court hearings as needed. 
· Maintain accurate files of participants in Problem-Solving Courts and their compliance with court requirements and their progress in each court program.
· Oversee the Veteran’s Treatment Court Forums by arranging for meals and education and speakers.
· Assist in meeting with Problem-Solving Court treatment providers to review services provided, treatment models, resource needs, and linkages with various community support services.
· Assist in administering surveys to Problem-Solving Court participants, community partners and stakeholders periodically to obtain feedback of their operations and effectiveness.
· Provide support to regular Problem-Solving Court bi-annual team meetings, for purposes of periodic review and improvement of the operations of the Problem-Solving Court programs.
· Assist in running client reports.
· Put together information for new participant packets.
· Review program materials with new participants.
· Provide coverage as needed for Coordinators.


Additional
· Ability to work independently.
· Ability to prioritize and multi-task.
· Responsible for File Security both within the office and to the Public.
· Responsible for the Retention and safekeeping of all records.
· Adhere to any applicable timelines.
· Comply with Idaho Judicial Branch Code of Conduct for Non-Judicial Employees.
· Communicating with culturally and economically diverse populations.
· Assist in setting up and tracking outcome measurements.  
· Properly interpret and make decisions in accordance with laws, regulations and established policies.
· Maintain harmonious working relationships with employees, government officials and the public.
· Exercise tact and discretion in obtaining the cooperation of others.
· Assist in speaking at public events, professional meetings or gatherings, schools or other forums, regarding Problem-Solving Court activities.
· Other duties as assigned.


Qualifications
· Education/experience in public administration, business administration, public health, health administration, criminal justice, sociology, social work, psychology or a related field.  
· Knowledge of Idaho criminal justice system.
· Knowledge of mental illness and addiction dynamics.
· Must have superior computer skills.
· Data entry/computer skills.
· Written and verbal communication skills.
· Able to maintain confidentiality.
· Public relation skills.
· Able to work with minimal supervision.
· Knowledge of court operations and legal practice.
· Performs essential duties with or without reasonable accommodation efficiently and accurately without posing a direct safety or health threat to others or self.
· May be required to work some evenings. 

