
 

 
 
 
 
 
 
 

 

Title: Victim Services Program Coordinator Department: Children’s Justice Center  

Grade: 16 FLSA Status: Non-Exempt 

Job Code: 511 Effective Date: 07/19  
 

GENERAL PURPOSE 
Under the direction of the Children’s Justice Center Director, serves as a liaison for victims and witnesses, maintains contact and facilitates 
meetings with victims and agencies involved in providing services for victims, and advocates for victims and witnesses throughout the legal 
process associated with trial preparation. Assists Director with day-to-day functions of the Center. 
 

SUPERVISION RECEIVED 
Works under the general supervision of the Children’s Justice Center Director. 
 

SUPERVISION EXERCISED 
 

None. 
 

ESSENTIAL FUNCTIONS 
 

Victim Services: 

 Assesses the needs of adult victims and witnesses; 

 Facilitates necessary assessments to assist in the review, staffing, and treatment processes associated with the investigation of 
adult crime cases/adult victim advocacy; 

 Coordinate and schedule the involvement of law enforcement, protective services, County Attorney, medical and treatment 
personnel, and others with the alleged victim; 

 Helps coordinate communication and appointments between the therapist, caregivers, primary and secondary victims; 

 Provides individual and group mental health treatment referrals as needed for the victim and family; 

 Responds to hospitals, crime scenes, and other locations as requested to assist primary and secondary victims with crisis needs 
and to provide emotional support; 

 Provides need assessment from information obtained through client intake documentation, client interview, and information gathered 
in the initial background histories; 

 Assists in filing victim reparation forms, victim/witness statements, medical release forms, obtaining protective orders, and other 
documentation pertinent to their case; 

 Tracks treatment and usage and outcome of the intervention processes; 

 Monitors court activity and informs victim/witness of court dates and any changes; 

 Attends appropriate court proceedings to support the victim and provide support to victim throughout the process; 

 Helps develop a non-threatening environment for children and families; 

 Provides regular follow up on all assigned cases; 
 

Program Coordinator 

 Works in collaboration with prosecuting attorneys, DCFS, law enforcement, and nurses contracted through Primary Children’s 
Medical Center for Safe and Healthy Families; 

 Participates in the multi-disciplinary team case staffing and provides appropriate information related to the administering of mental 
health assessments; 

 Provides appropriate information and referrals to community services and Crime Victim Reparations; 

 Maintains information and contacts for making specialized individual referrals to community providers; 

 Gathers information to be used in the social assessment and services planning process of the multi-disciplinary team; 

 Provides training of team members, professionals, CJC staff, and volunteers pertaining to emotional needs of children, family 
dynamics, and accomplishing the necessary assessments without further trauma for the victim and family; 

 Assists in ensuring process continuity and maintains case records according to Center policies and procedures; 

 Coordinates the essential specialized, individual treatment elements consistent with grant requirements; 

 May present at meetings and conferences regarding victim abuse issues and victim/witness assistance or coordination of services; 

 Protect confidentiality of all Center records in accordance with Center policies and procedures; 
 Assist and oversee daily necessities of the center in the absence of the CJC Director. 
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MINIMUM QUALIFICATIONS 
 

1. Education and Experience: 
 

Graduation from high school or equivalent plus two (2) years of college work equivalent to an associate degree in Social or Behavioral 
science or related field; three (3) years of responsible experience performing above or related duties. 
 

*An equivalent combination of education and experience may be considered. 
 

2. Required Knowledge, Skills, and Abilities: 
 

Considerable knowledge of  

 Community resources available to victims of crime; 

 Modern office practices and procedures;   

 Legal terminology, grammar, punctuation, English, etc. 
 

Working knowledge of  

 Criminal justice system, victims’ rights, court proceedings, and the County Attorney’s Office; 

 Domestic violence issues, judicial processes, and resources for victims of crimes; 

 Crisis intervention techniques and crisis theory. 
 

Skill in  

 Creative problem solving and negotiation; 

 Communicating effectively in public and with individuals in crisis situations. 
Ability to  

 Deal effectively with emotional stress;  

 Stay calm while working with people in crisis situations; 

 Organize responsibilities, work unsupervised and accept responsibility for actions; 

 Handle sensitive situations and information; 

 Define problems and implement corrective action without supervision; 

 Maintain filing, record keeping, and record retrieval and maintain confidentiality of sensitive records and information; 

 Maintain cooperative relationships with the public and multiple professionals who are involved in child abuse investigation, 
prosecution and treatment; 

 Work under minimal supervision; 

 Communicate effectively, verbally and in writing;   

 Effectively utilize computer and various software applications, i.e., MS Word, Excel, PowerPoint, spread sheets, data base 
management, etc.  
 

3. Special Qualifications: 

 Must respond to after-hours work demands and maintain flexible work schedule.  

 Must consent to and pass a criminal background and child abuse registry background check.  

 Must be free of crimes against children. 

 Resident of Sevier County. 
 

4. Work Environment: 

 Incumbent of the position performs in a typical office setting with appropriate climate controls.   

 Tasks require a variety of light demand physical activities involving muscular strain, such as walking, standing, stooping, sitting, 
reaching, and lifting not to exceed 25 pounds.  

 Interpersonal communication essential to successful completion of job duties.    

 Common eye, hand, finger dexterity required.   

 Mental application utilizes memory for details, verbal instructions, emotional stability, discriminating thinking and creative 
problem solving.   

 Occasional travel by automobile required in the normal course of job performance. 
 

***** 
Disclaimer:  The above statements describe the general nature, level, and type of work performed by the employee(s) assigned to this classification.  This description lists the 
major duties and requirements of the job and is not all-inclusive.  Incumbent(s) may be expected to perform job-related duties other than those contained in this document.  Job 
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, 
delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions. 
 

 

I __________________________________________________________________________ have reviewed the above job description.   Date: ____________________ 
                                                                  (Employee) 
 

I have reviewed this job description with the employee: _______________________________________________________________    Date: ____________________ 
                                                                                                                                                (Supervisor Signature) 


