POSITION TITLE:   Victims Service Advocate
LOCATION:              Safe Harbor
STATUS:                  Full-Time Immediate Opening
CLOSING:                 Open Until Filled
SALARY:                  $36,000 to $40,000 - Commensurate with Experience and Qualifications
BENEFITS: Full State of Oklahoma benefits, including generous monthly allowance for health coverage, paid sick and vacation leave earned monthly. Paid holidays. (if applicable)
POSITION SUMMARY: Provide assistance and support for victims and witnesses through the criminal justice system. This position is a full-time yearly grant position.
JOB DESCRIPTION: 
· Coordinate with law enforcement, social services agencies, ADA for access and use of the facility and its resources.
· Conduct public awareness and information activities to the public, law enforcement, Department of Human Services, Creek Nation, and adjoining counties.
· Supervise and coordinate child victim court appearance and prep times.
· Ensure a safe environment for victims to wait for court.
· Arrange with Law Enforcement for travel to and from the center to court for victims.
· Inform victims of their rights under Oklahoma Law.
· Notify victims of the status of their court case, including scheduled court date, changes in dates and the disposition of the case.
· Assist the assigned prosecutor in seeing the victims appear in court as needed.
· Answer questions of victims which they have regarding the court process.
· Assist victims in completing protective order forms and accompany them to court if desired by the victim.
· Prepare victim compensation claims to be submitted to the Victim Compensation Board.
· Advise victims of community service agencies that may be of help to them with both immediate and long-term needs.
· Work with law enforcement agencies, social agencies, and the community regarding victims' rights.
· Notify victims when the Defendant is to be considered for parole or is released from custody, assist victims with available services such as VINE.
· Be available to assist victims as needed.
· Proactively meet the needs of crime victims by contacting victims as soon as possible after the crime to begin processing victim's compensation fund claims if desired by the victim.
· Accompany victims to court proceedings when needed
·     Regularly attend community meetings to stay abreast of services available to crime victims within our community,
MINIMUM REQUIREMENTS: Must be self-motivated, organized and able to complete tasks with minimal supervision
EDUCATION AND EXPERIENCE: Foundational knowledge of the criminal justice system. Proficiency in Microsoft Outlook, Word, Power point, Excel and Teams. Knowledge of OK Grants is helpful.
KNOWLEDGE AND SKILLS: Applicant must have both strong written and verbal skills and be able to pass background check.
PHYSICAL DEMANDS AND WORK ENVIRONMENT: Victim services advocate will help victims of all crime types including but not limited to domestic violence and child maltreatment.
TO APPLY: contact Pat Morrison @ pat.morrison@dac.state.ok.us Resumes will be accepted until the position if filled.
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 might be asked to perform or of all qualifications that may be required either now or in the future.  
The Oklahoma District Attorneys Council (DAC) provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type based on race, color, religion, age, sex (including gender identity or expression and pregnancy), national origin, sexual orientation, disability status, genetics, protected veteran status, or any other characteristic protected by federal, state, or local laws. DAC also has a strict no-retaliation policy that prohibits retaliation against individuals who report discrimination or harassment, or who participate in investigations into such conduct. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall transfer, leaves of absence, compensation, and training. 

