Job Description
Position Title:  Coordinator of Victim Services
20-29/hrs. week- $18-$20/hr 
Description: This position is responsible in supporting individuals who are affected by crime. to build upon existing services and create local support and service capacity for victims of crime across Franklin Grand Isle County Restorative Justice Center’s programs and departments.
Responsibilities:
· Support individuals who have been affected by crime.
· Offer opportunity for affected parties to have a voice and choice in the restorative process. 

· Provide agency wide victim leadership and vision, along with creating and carryout victim protocol and best practices through a restorative lens. 
· Collaborate with staff, community partners, and local stake holders on all victim cases.

· Lead victim services and direct victim programs throughout agency.

· Maintain a database of resources for victims, and a database of clients for monthly and quarterly reporting in order to maintain and evaluate program quality and success.
· Analyze cases and trends and periodically report back to agency, community partners, and stakeholders.

· Attend statewide meetings as required

· Maintain data electronically on all cases
· Complete all required forms, correspondence, and reports in a timely manner.
· Participate in agency meetings and events as directed
· Maintain accurate agency-wide appointment calendar
· Professional representative of the agency
Preferred Qualifications: 
· Bachelor’s degree in Human Services or relative field, or 2 years of relevant experience in victim advocacy, case management, or other relevant experience. 
· Ability to understand the criminal justice system.
· Ability to work with individuals who have been affected by crime by supporting them through various Restorative Processes that might include; circles, panels, alternative processes as indicated or requested. 
· Demonstrated knowledge of and passion in Restorative Justice and Practices.
· Demonstrated familiarity with Franklin and Grand Isle Counties local government and law enforcement agencies.
· Demonstrated strong organizational, coordination, and group leadership skills.
· Ability to communicate effectively, accurately and concisely both verbally and in writing.
· Ability to establish and maintain effective collaborative relationships with diverse parties.
· Communicate effectively
· Problem solving skills
· Basic computer skills required.
· Must successfully pass background check
