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POSITION:

Juvenile Services Coordinator
DEPARTMENT:

DeKalb County Community Corrections (DCCC)
An Equal Opportunity Employer
STATUS:

Full Time- EXEMPT
SALARY:

$38,000- $39,534.82
 To perform this position successfully, an individual must be able to perform each essential function of the position satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability required. DeKalb County provides reasonable accommodations to qualified employees and applicants with known disabilities who require accommodation to complete the application procedures and perform essential functions of the job, unless those accommodations would present an undue hardship. 
Incumbent serves as Juvenile Services Coordinator for the Community Corrections Department, responsible for overseeing the juvenile services division and assisting Executive Director. 

DUTIES: 
1.  Supervises assigned staff, including periodically analyzing workloads, reviewing position documentation, interviewing candidates, orienting new subordinates, planning, delegating, and controlling work assignments, establishing specific work goals, training, developing, and motivating assigned staff, determining significant changes in responsibilities, evaluating performance results, recommending personnel actions, keeping supervisor and assigned staff informed of organizational developments, maintaining discipline and recommending corrective action, and communicating and administering personnel programs.
2. Supervises regular/random drug testing of all participants, per protocols. Documents and processes all violations.
3. Uses principles of evidence based practices as a guide in interactions with program participants and in the development of department programs.
4. Creates, implements, and supervises program policy and operation procedures. Directs all efforts towards attainment of program and departmental missions and to securing organizational stability. Serves as member of Continuous Quality Assurance Committee.

5.  Assists Executive Director in identifying and applying for additional funding opportunities, including preparation of annual Indiana Department of Correction grant application.
6.  Provides case management services for all juvenile program participants, including Home Detention and CHANGE Academy.
7.  Tutors juveniles in all academic subjects from 6th -12th grade. 

8.  Prepares reports required by Indiana Department of Correction. 

9.  Assists in maintaining current, accurate case files, including classifying offenders according to risk based on IRAS and/or YASI results and recording defendants behavior and compliance with court’s order. 

10.  Contacts outside agencies, reviewing participant’s progress. 

11.  Assists with Juvenile Home Detention intakes. Schedules and completes CHANGE Academy program participant intakes. 

12.  Handles building maintenance issues, including contacting, scheduling, and following up with appropriate vendors. Takes care of minor maintenance, including but not limited to, changing light bulbs, shoveling snow, and spreading salt on walkways. 

13.  Attends various meetings, as required. 

14.  Testifies in court, as needed.

15. Performs related duties as assigned.
JOB REQUIREMENTS : 
1.  Bachelor’s Degree in businesses administration, criminal justice, social services, or related field, a minimum of three (3) years of law enforcement/criminal justice experience, and prior experience as a supervisor. 

2.  Must be at least 21 years of age. 

3.  Must model Pro-Social behavior at all times in all places. 

4.  Possession of or ability to obtain required certifications/training, including Moral Reconation Therapy (MRT), Youth Assessment Screening Instrument (YASI), and Indiana Youth Risk Assessment (IRAS). 

5.  Ability to meet all departmental hiring requirements, including passage of a drug test and Indiana Department of Child Services substantiated cases check.
6.  Thorough knowledge of and ability to make practical application of rules, regulations, policies and procedures. 

7.  Working knowledge of grant writing, public speaking, academic subjects, and case management. 

8.  Working knowledge of standard English grammar, spelling, and punctuation and ability to complete department reports within established deadlines. 

9.  Working knowledge of and ability to operate a variety of standard office equipment and software, including Microsoft Word, Excel, and Outlook, computer, calculator, telephone, and vehicle. 

10.  Knowledge of evidence based principles and practices. 

11.  Ability to supervise assigned staff, including periodically analyzing workloads, reviewing position documentation, interviewing candidates, orienting new subordinates, planning, delegating, and controlling work assignments, establishing specific work goals, training, developing, and motivating assigned staff, determining significant changes in responsibilities, evaluating performance results, recommending personnel actions, keeping supervisor and assigned staff informed of organizational developments, maintaining discipline and recommending corrective action, and communicating and administering personnel programs.
Please provide a resume and cover letter by 4:00 pm on Friday, April 2, 2021 to:

Kellie Knauer, Executive Director, DeKalb County Community Corrections

P.O. Box 6049
Auburn, IN 46706
Fax: (260) 927-4779      -Or-      dccc@co.dekalb.in.us
**All qualified applicants will receive consideration for employment without regard to race, color, religion, gender, national origin, age, sexual orientation, gender identity, disability or veteran status. 
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