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                                           DRUG COURT COORD. (Cont’d)                                            

MONTANA JUDICIAL BRANCH

DRUG COURT COORDINATOR
Nature of Work:

The coordinator is responsible for overall program administration including, but not limited to preparation of program materials, program development, speaking engagements.  The coordinator prepares and submits monthly budget reports to the lead agency, organizes weekly treatment team meetings; maintains files; organizes and prepares court treatment plans; works with the Steering Committee to implement policies/procedure.  The coordinator works in conjunction with the program evaluator and the Steering Committee to review evaluations and make programmatic changes.  Qualifications include experience working with multi-agency systems and working with an adult substance abusing population.  Must be able to work well in a team-oriented environment and be self-motivated.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed.)

· Paying bills, submitting reimbursement forms to Court Admin. Managing Drug Court checking account.

· Collect and review for substance client information from treatment team members for compilation and submission to the court and treatment team.  

· Record keeping at all treatment team meetings and recording weekly court appearance outcomes for clients

· Roadmap team meetings – coordinating, arranging, and facilitating meetings with treatment provider, social worker, and client every 30 days/client to create the court treatment plan.

· Coordinating the agenda for the steering committee meetings.  Acting as chief resource for committee.

· Following up and reporting on treatment team objectives and client status. 

· (i.e.  UA’s and client supervision)

· Establishing policies and procedures in combination with court and program evaluator.

· Facilitate multi-agency and service provider collaboration to meet drug court objectives.

· Public relations

Knowledge, Abilities and Skills:
            Thorough knowledge of the principles, methods, and practices of social work including child development, domestic abuse, child abuse, sexual abuse, addictions, mental illness, divorce issues, and family dynamics.


Considerable knowledge of intelligence, psychological and psychiatric testing 


techniques and instruments and their interpretation and relationship to families.


Considerable knowledge of community resources for children and parents.


Considerable knowledge of the methods of gathering social histories and related information, conducting comprehensive interviews, assessing information, and preparing findings and recommendations.


Considerable knowledge of effective written and verbal communication techniques.


Knowledge of family law mediation techniques.


Ability to conduct clinical and psychosocial evaluations, interpret test results, and determine the need for further testing.


Ability to apply the principles, methods, and practices of social work including child development, domestic abuse, child abuse, sexual abuse, addictions, mental illness, divorce issues, and family dynamics.


Ability to organize time and effectively manage workload.


Ability to gather social histories and related information, conduct comprehensive interviews, assessing information, and prepare findings and recommendations.


Ability to prepare professional, accurate, and reliable custody reports containing findings, conclusions, recommendations and justifications, using logical and critical creative thinking skills to develop solutions to families in conflict.


Ability to establish and maintain effective working relationships with clients and their families, district court judges and staff; private and state human service agencies; professional groups; and the public.


Ability to select and provide professional guidance to college interns.


Ability to maintain the confidentiality of information.


Ability to be perceptive, versatile, flexible yet firm and matter-of-fact when necessary.


Ability to communicate effectively verbally and in writing.


Ability to deal with upset, angry, and emotionally charged people and resolve conflicts.


Skill in the operation of a personal computer with word processing applications and other office equipment as required by the position.

Working Conditions:
The work is performed primarily in an office environment and involves exposure to normal, everyday risks which require normal safety precautions typical of offices.  Work may subject the employee to verbal abuse and physical harm from irate of highly emotional parents, children, friends, or relatives of clients.

Physical Demands:

This position requires activities such as sitting for long periods, standing, bending, stooping, reaching, climbing stairs, lifting, moving and carrying light to medium objects, and operating office equipment.
Qualifications:  (Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
The position requires considerable experience in domestic relations, conflict resolution, child custody and visitation cases, report preparation. Minimum qualifications are a bachelor’s degree from an accredited college or university in social work or the human services field. Experience may substitute for degree. Experience working with multi-agency systems and working with an adult substance abusing population.  Must be able to work well in a team-oriented environment and be self-motivated.

Licensure and Certification Requirements:

Possession of or ability to obtain a valid Montana driver's license; proof of insurance if using a personal vehicle on State business.  Certification in Family Law Mediation preferred.
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