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			DEPUTY CLERK - SUBSTANCE ABUSE ASSESSOR I


			DEPUTY CLERK - SUBSTANCE ABUSE ASSESSOR II





DEFINITION:





Under general supervision to perform responsible, professional level work involving the evaluation and recommendation for referral of alcohol and drug offenders to appropriate programs.





CLASS CHARACTERISTICS:





All positions of this class are found in the El Cajon Municipal Court.  Incumbents perform all court ordered evaluations of defendants and/or litigants to determine the level of drug/alcohol involvement.





EXAMPLES OF DUTIES:





Substance Abuse Assessor I and II attend sessions of the municipal court to screen offenders assigned to the program by judges; evaluate each offender through interviews and through instruments and procedures such as the Cage and Mast tests; recommend appropriate court referral services, maintain lists of agencies conducting programs in San Diego, Riverside, Orange, and Imperial Counties; develop and maintain a file on each offender with information such as arrest records, test scores, and other pertinent information which could be utilized by all agencies working with the offender; review sentence, probation and diversion requirements and monitor participants for compliance with probation and/or diversion requirements, provide follow-up support as necessary; compile necessary statistical data; compile periodic reports of activities for evaluation purposes; perform other related duties as required. 





In addition to the above the Substance Abuse Assessor II coordinates the evaluation and referral of alcohol/drug offenders; prepares recommendations for new or improved procedures and manages implementation; analyzes methods to attain program objectives; develops and maintains data collection systems for monitoring program effectiveness; maintains liaison with alcohol service provides, other private and public agencies, and community groups; prepares correspondence, reports and other material.  The Substance Abuse Assessor II may also supervise, train, and evaluate work of subordinate substance abuse assessors and/or clerical staff. 





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





-	Current alcohol and drug issues, including the nature and magnitude of alcohol problems in our society and recovery models, substance abuse, alcoholism, and addiction; management principles and theory; evaluation tools and program evaluation; State regulations pertaining to client confidentiality.





General Knowledge of:





-	Current trends as they relate to alcohol and drug issues in society and criminal justice administration; principles of public administration; principles of planning and program development; court organization, functions, responsibilities, and procedures; basic mathematics and statistical analysis; principles of automated information systems; report writing techniques.





Skills and Abilities to:





-	Clearly and concisely convey thoughts in written form; research, compile, analyze, interpret and disseminate data and information; orally communicate effectively and diplomatically with a wide variety of individuals and groups; interpret program characteristics and norms to various audiences; work independently; prepare reports and recommendations; read and interpret legal documents, legislation and policies; gain the cooperation of associates and clientele.  Organize, manage, direct, supervise and assign activities within staffing and time constraints; schedule, assign and review the work of subordinates.





EDUCATION/EXPERIENCE:





Education, training, and/or experience which clearly demonstrate possession of the knowledge and skills listed above.  An example of qualifying experience is graduation from a four-year college or university with major course work in counseling, psychology, sociology, criminal justice, or a related field and four years work experience in the field of alcohol or drug abuse, including some administrative experience, preferably in alcohol/drug counseling, or alcohol and/or drug abuse prevention.





SPECIAL NOTES, LICENSES OR REQUIREMENTS





Working Conditions:  Must be able to lift and transport supplies and equipment weighing up to 50 lbs.





License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2,080 paid hours.





Conflict of Interest:  Anyone hired into this class may be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date.





NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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