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	DEPUTY CLERK - COURT REFERRAL OFFICER I , II





DEFINITION:


Under general direction, Court Referral Officers perform responsible, professional level work involving the evaluation and recommendation for referral of alcohol, drug and/or domestic violence offenders to appropriate programs.





CLASS CHARACTERISTICS:


The Court Referral Officer I is the entry level of the Court Referral Officer series.  The Court Referral Officer II is the second level in the Court Referral Officer series and has a greater degree of independent responsibilities.





EXAMPLE OF DUTIES:


Court Referral Officers screen offenders assigned to them by judges; evaluate each offender through interviews and through instruments and procedures such as the Mortimer/Filkins test; recommend appropriate court referral services; maintain lists of agencies conducting programs in San Diego, Orange, Riverside and Los Angeles 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 and probation requirements and monitor participants for compliance with probation requirements, providing follow-up support as necessary; compile necessary statistical data; compile periodic reports of activities for evaluation purposes; perform other related duties as required.  Employees in this position may be responsible for planning, training and evaluating the overall activities and operation of the Court Referral Officers and/or clerical staff; coordinate the evaluation and referral of alcohol, drug and domestic violence offenders; identify and resolve departmental operational problems; prepare recommendations for new or improved procedures and manage implementation; analyze methods to attain program objectives; develop and maintain data collection systems for monitoring program effectiveness; maintain liaison with service providers, other private and public agencies, and community groups; prepare correspondence, reports and other material; prepare and give public presentations on the department's activities and functions.  A Court Referral Officer II may have supervisory responsibilities.





MINIMUM QUALIFICATIONS





Thorough Knowledge of:


	Current social, political, economic and scientific developments and trends in drug, alcohol and/or domestic violence abuse identification, prevention treatment and rehabilitation.


	Reporting techniques.


	Policy/procedure development and implementation relating to drug, alcohol and/or domestic violence programs and services.





Skills and Abilities:


	Bilingual is desired.


	Computer skills.


	Effective communication methods and interviewing techniques.


	Written communication--write reports, studies and correspondence.


	Compile, analyze, interpret and disseminate data and information.


	Assist in the planning, organizing and development and design of the program and procedures and evaluation techniques.


	Maintain records and files.


	Establish and maintain effective and diplomatic work relationships with court staff, public officials and representatives from outside agencies.





�
EDUCATION/EXPERIENCE:


Education, training, and/or experience which clearly demonstrate possession of the knowledge and skills listed above. 


For Deputy Clerk-Court Referral Officer I - Examples of qualifying experience are: (1) graduation from a two year college with major course work in counseling, psychology, sociology, criminal justice, or a related field and five years work experience in the field of alcohol, drug abuse and/or domestic violence, including some administrative experience, preferably in alcohol, drug abuse and/or domestic violence counseling or prevention; OR (2) graduation from a four year college or university with major course work in counseling, psychology, sociology, criminal justice, or a related field and three years work experience in the field of alcohol, drug abuse and/or domestic violence, including some administrative experience, preferably in alcohol, drug abuse and/or domestic violence counseling or prevention. NOTE:  Full-time work experience in the field of alcohol, drug abuse and/or domestic violence counseling or prevention, may be substituted on a year-for-year basis for college or university level course work.


For Deputy Clerk-Court Referral Officer II - Examples of qualifying experience are: (1) 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, drug abuse and/or domestic violence, including some administrative experience, preferably in alcohol, drug abuse and/or domestic violence counseling or prevention.  NOTE:  Full-time work experience in the field of alcohol, drug abuse and/or domestic violence counseling or prevention, may be substituted on a year-for-year basis for college or university level course work; OR (2) at least one year in a position at the level equivalent to a Deputy Clerk-Court Referral Officer I.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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.


  


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





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.





Conflict Of Interest:  Anyone hired into this class will 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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