Position Description

Job Title:  	DAC Resource Prosecutor
Division:  	DAC Executive Division
Salary Range:  	Comparable to Salary of Assistant District Attorney with Same Experience Level
FLSA Status:  	Exempt
Supervisor:  	Trent Baggett

[bookmark: _GoBack]DAC Resource Prosecutor
DAC Executive Division

Submit resume & cover letter to:
District Attorneys Council
421 NW 13th Street, Suite 290
Oklahoma City, OK 73103
Email: careers@dac.state.ok.us
Fax: (405) 264-5099
Closing date: July 24, 2015 at 5:00 P.M.


FUNCTION:
Under the direction of the Assistant Executive Coordinator, the Staff Attorney will provide legal services to the agency and District Attorneys as required and needed.  Fifty percent of this position is dedicated to serving as the liaison between Oklahoma Child Support Services (CSS) and District Attorneys with Child Support Offices.  The remaining time is dedicated to serving as a resource to prosecutors, primarily in Juvenile, Civil and County officer Representation.

SPECIFIC DUTIES & RESPONSIBILITIES:
1. Serve as liaison among CSS, DA’s and DA child support staff, to facilitate and improve communication between DA offices and CSS.  Oversee and marshal funding and budgetary obligations between CSS and DAC.  Provide DA input into CSS policy and procedures by attending and participating in policy development committees and projects.  Assist CSS Program Field Representatives in policy dissemination to DA offices.  Work closely with DAs and their staff to keep informed of concerns and identify issues needing resolution.  Assist CSS in resolving customer complaints involving DA offices.  Attend and participate in various committees and work groups.  Assist in the education and training of any newly elected or appointed DAs that should assume the obligations of an existing contract with CSS.  Coordinate with the Oklahoma Child Support Enforcement Association (OCSEA) to provide MCLE approved seminars for CS staff.

2. Research, review, provide legal guidance and training on Juvenile, Civil and County Officer Representation issues to personnel within the statewide district attorney system.

3. Provide timely legal services to the agency and District Attorneys, including contract preparation and review, handbook and form development, legal research, and preparation of legal documents.

4. Assist with preparation of annual budget and plan for upcoming year for Legal Division, to include Child Support, Traffic Safety, and legal, as well as any suggested reorganization or staff changes, salary review, purchases and budget.

5. Assist with oversight of the request, allocation, draw-down and expenditures of assigned grant funds within set deadlines.

6. Research, review and provide training on employment law issues.  Ensure agency compliance with employment regulations, including drafting and implementing policies and responding to requests for information.

7. Evaluate training needs, and propose and develop approved training programs to address, highlight and promote ethical practices within the statewide district attorney system.

8. Evaluate training needs, and propose and develop approved training programs to enhance skills in criminal law, employment law practices, traffic safety and child support enforcement.

9. Represent the DAC and the statewide DA system on various task forces and/or boards as assigned by the Executive Coordinator.

10. Participate in agency management meetings and trainings, providing information and assisting with policy development.

QUALIFICATIONS:
Must be licensed to practice law in Oklahoma.
Prior experience as an assistant district attorney preferred.
Experience handling employment law issues a plus.
Experience with the legislative process a plus.
Excellent legal research and writing skills.
Self-motivated with exceptional organizational skills.
Excellent interpersonal skills.

Disclaimer:  This job description is intended as a summary of the primary responsibilities of and qualifications for this position.  The job description is not intended as inclusive of all duties an individual in this position may be asked to perform or of all qualifications that may be required either now or in the future.
