	Job Posting



	



		Department: 
	25
	-
	Probation & Parole

	Organization: 
	258000
	-
	Office Of Victim Advocate 

	Job Code/Title: 
	446501
	-
	VICTIM ASSISTANCE COORDINATOR

	Position Number: 
	287517 

	Announcement Number:
	2014-144 

	County: 
	Dauphin 

	Work Location: 
	Central Office 
1101 S. Front Street 
Harrisburg, PA 

	Type of Job: 
	Non-Civil Service 

	Union: 
	No Union Representation (Not subject to provisions of a union agreement.) 

	Bargaining Unit: 
	A3 

	Seniority Unit: 
	

	Type Position: 
	Permanent / Full Time 

	Salary Range: 
	$45,066 - $68,519 

	Pay Schedule / Range: 
	MA / MA07 

	Posting Length: 
	15 days 

	Posting Dates: 
	11/17/2014 - 11/27/2014 

	Contact Number: 
	[bookmark: _GoBack](717)787-5699 ext:1346 or ashlgruber@pa.gov 

	Information: 
	Work hours are 8:30 a.m. - 4:45 p.m. but may be negotiable. 

Extensive travel throughout the Commonwealth is required. 

New employees to the Board or current employees not previously fingerprinted will be livescanned during the hiring process. 

	Description of Duties: 
	Performs varied staff and victim advocacy work in accordance with the Domestic and Sexual Violence Victim Address Confidentiality Program (23 Pa.C.S.A. §§ 6701 et seq.) also known as the Address Confidentiality Program (ACP) which permits eligible persons to receive a confidential substitute address provided by OVA. 

Provides support, assistance and advocacy to eligible ACP applicants and refers victims to other victim assistance programs, advocacy groups, and government organizations to ensure that support and assistance is available to the ACP participant. 

Enrolls eligible victims in ACP, crisis intervention and safety planning, which requires direct contact with victims, household members, state, county, municipal government and local victim service agencies, organizations and groups. 

Leads the program's development and marketing with victim service agencies, criminal justice agencies, businesses, and the public. Travels throughout the Commonwealth to deliver training and networking of the ACP Program. Works with ACP applicants and participants, providing support, information, assistance, and safety planning. 

Provides referrals to and advocacy on behalf of ACP participants with government, non-profit and private organizations providing counseling, social service, and other support services to victims of crime. 

Oversees efficient pick-up and forwarding of ACP mail to participants within 3 business days. 

Represents the interests of ACP participants with state, county and municipal government through assistance with the development of agency policy and procedures. 

Designs outreach plan for the ACP project on an annual basis, conducts on-going marketing to victim service programs, state/county/municipal government agencies and other allied professionals, businesses and the public on ACP, and updates outreach plan as necessary. Provides outreach as directed by the Director of Victim Services. 

Performs daily outreach activities with local victim service providers and allied professionals including, but not limited to, telephone, email, and U.S. mail contact for both registered crime victims and ACP clients. 

Performs different site visits on an annual basis to local victim service providers to discuss ACP. 

Develops and presents speeches, training and workshop programs on ACP and related issues for victim services programs, local and state government agencies and other allied professionals, businesses and the public. 

Presents formal classroom style training for local victim service providers and allied professionals on ACP. Present formal training for local victim service providers, allied professionals, PBPP staff, and DOC staff in regards to registered crime victims and OVA services. Sets up and maintains informational tables on ACP on an annual basis at community fairs and other public events. 

Develops, refines, and maintains program materials including the ACP website, ACP participant manual, specialized outreach materials and display unit. 

Documents all ACP related activities, conducts surveys and assists others in conducting surveys, tracks statistics and prepares reports that include a comparison of referral statistics to outreach activities and survey data. Reports shall include, but are not limited to, comparing referral statistics to outreach activities and comparing survey data (from in house surveys and other sources). 

Develops and maintains a case management system including a statistical tracking and analysis system to meet reporting requirements. 

Ensures that the supply of ACP materials is maintained and ensures distribution to victim service programs, state/county/municipal government agencies and other allied professionals, businesses and others upon request. 

Acts as a back-up point of contact for ACP Emergency Disclosure process when directed by the Director of Victim Services. 

Participates as the ACP representative on relevant committees and taskforces as well as attends coalition and other victim service agency meeting upon approval of the Director of Victim Services. 

Provides advice and assistance to crime victims on their role in the inmate release processes. Advises crime victims of their rights, support their involvement in the process, and generally advocate on behalf of crime victims. 

Assist crime victims in preparation of their statements to the Department of Corrections and the Board of Probation and Parole. Advocates for crime victims by providing referrals to government, non-profit and private organizations providing counseling, social service, and other support services to victims of crime. 

Represents the interest of crime victims within the Department of Corrections and the Board of Probation and Parole through development of agency policy and procedures and other activities. 

Provides on-call services for escape notification to registered crime victims. 

After consultation with and approval of the Director of Victim Services, participates on the Keystone Crisis Intervention Team (KCIT) and/or PBPP Critical Incident Response Team (CIRT). 

Acts as co-coordinator with the Basic Training Academy. 

Acts as the lead coordinator for DV Protocol & Victim Wraparound. 

Represents OVA in Rally coordination. Attends coalition meetings and other victim service agency meetings as directed by the Victim Advocate or Director of Victim Services. 

Liaisons with other states' ACP programs to build a professional network. 

Attends OVA internal meetings as requested by Director of Victim Services 

Insures crime victim identification and notification of clients served by various Commonwealth victim rights and services laws, by registering crime victims in the OVA confidential database for future of solicitation of statements and desires for protective notification. 

	Essential Functions: 
	1.Highly effective oral and written communication skills 
2.Use computer, phone & other office equipment - Use computer for communication and statistical tracking analysis 
3.Comprehend work assignments, instructions, & internet policy regulations 
4.Ability to travel throughout the Commonwealth 
5.Ability to advocate effectively on individual and systematic levels for the rights and interests of crime victims 
6.Ability to respond effectively and sensitively to crime victims impacted by the status of offenders in highly charged emotional situations 
8.Ability to dedicate time to outreach services 

	
	
	
	

	Last Date Job Applications Will Be Accepted: Thursday, November 27, 2014

	
THIS IS A MANAGEMENT POSITION 






	Recruitment Method(s): 
Applicants must meet one (or more) of the following methods(s) to be considered for this vacancy:
· Non-Civil Service Recruitment 



	Eligibility - all candidates 
1. Meet the minimum experience and training required for the job: Three years of professional social service, counseling, or crisis intervention experience involving crime victim services, which included two years of direct services to crime victims; and, a bachelors degree in sociology, counseling, psychology, or a related area. 

2. Pennsylvania residency requirement waived. 



		How to apply - all candidates: 
The following materials must be mailed and postmarked on or before Thursday, November 27, 2014: 
1. Printed PBPP Bid Form and resume. Bid Form is available online at the link below: 

PBPP Bid Form 

Failure to comply with the application requirements will eliminate you from consideration for this position.
Top of Form

If interested in applying by mail, please send above specified materials to: 

Please submit the materials to: 

Board of Probation and Parole 
Bureau of Human Resources 
1101 South Front Street, Suite 5600 
Harrisburg, PA 17104-2522 

Required documents may be faxed to: (717) 772-4185 

Individuals who wish to request an accommodation may contact the Disability Services Coordinator at (717) 787-6897. 

The Commonwealth of Pennsylvania is proud to be an equal opportunity employer supporting workforce diversity. 
Bottom of Form
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