Center for Veteran’s Issues, Ltd.
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Veteran’s Treatment Initiative Coordinator
	Division:
	Employment, Training and Education (ETE)
	Pay Rate:
	$45,000-$55,000

	Department:
	Veteran’s Treatment Initiative
	Status:
	Full-time Exempt

	Shift:
	1st 
	Reports to:
	ETE Director


Job Purpose

Under the direction of the Director of ETE, the VTI Coordinator will collaborate with Chief Judge, VTI Judge and system partners to organize and implement Veteran’s Treatment Initiative  (VTI) activities within the policies and procedures established by the Chief Judge and VTI Team.  The applicant will also facilitate and coordinate efficient and effective court operations and case processing of VTI cases.
Duties and Responsibilities

1. Work with court administration, judiciary, clerk’s office, DA’s, PD’s, private attorneys, Behavioral Health Division, VA and other current VTI Team members to identify and resolve system/program issues. 

2. Identify and recruit future team members to enhance VTI programming
3. Provide daily direction and leadership to the VTI Team ensuring efficient and timely case processing from referral to program completion

4. Ensure adherence to and assist in continued development of established VTI policies and procedures based on evidence-based practices.
5. Direct the efficient and consistent application of objective program eligibility criteria and facilitate timely identification and admission of eligible Veterans
6. Monitor timeliness of service delivery by all providers – serving as a liaison between program and providers

7. Gather statistics through data sources as required for funding authorities, program evaluations or other purposes
8. Collect, analyze and  interpret data for use in strategic and sustainability planning

9. Review program performance, prepare annual report and annual action plan

10. Schedule and coordinate weekly VTI team staffing meetings and disseminate reports to team members

11. Schedule and coordinate periodic team meetings for program review, policy development, team education, or other purposes

12. Annually review program documents for suitability and applicability.  Identify and communicate program issues/concerns to the team.  Formulate and present to the VTI Judge and Court Administration suggested resolutions to policy/process problems

13. Identify and present potential funding opportunities to the VTI Judge and Court Administration, develop and submit grant/funding applications.  Assist in the development of a communications and marketing plan and market the VTI Program to community agencies, veteran’s organizations and current and future funders – establishing a long-term sustainability plan

14. Other duties as assigned or requested

Other Skills and Abilities

· Excellent written and oral communication skills.  Ability to communicate effectively and present information to individuals or groups

· Persuade, conform or recommend course of action with internal/external contacts
· Read, analyze and  interpret policy and procedure manuals, scientific/technical journals , government regulations, financial and legal documents

· Fund raising or sustainability planning experience preferred

· Execute decisions within limits of existing policies and procedures

· Assess  complex  situations not easily evaluated; recommendations and decisions require considerable judgement, initiative and ingenuity in areas where there may be little precedent

· Knowledge of all related computer and software applications, such as Microsoft Word  and Excel
· Maintain sensitive or confidential information 
· Experience working in evidence-based specialty courts programs and/or training in the key drug treatment court components is preferred 
Qualifications

· A Master’s Degree in Criminal Justice or Public Administration or a law degree with three years’ experience in the administration of court operations/programs, intake or juvenile justice

· Or a Bachelor’s degree in either social work, human services or criminal justice with five years’ experience in the administration of court operations/programs, intake or juvenile justice
· Prior/current military service preferred.

Working conditions
General office environment located the Center for Veterans Issues, Ltd.  The working environment is generally favorable.  Lighting and temperature are adequate and there are no hazardous or unpleasant conditions.  Work is performed in an office environment with standard office equipment available.  Travel is required but will be less than 20% and is generally local.
Physical requirements

Work is generally sedentary in nature and will require standing and walking for up to 25% of the time.  There will occasionally be bending, lifting and carrying of up to 10-15 pounds.
Direct reports

There are no Direct Reports to this position.
My signature below indicates that I have received a copy of this job description, that I have read it and that I will abide by it.  This includes the provision of “other duties as assigned or requested.”  If I have any questions regarding my duties and responsibilities I will speak with my immediate supervisor for clarification.
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