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  SEQ CHAPTER \h \r 1 
Expectations:  The Coordinated Community Response Coordinator is expected to uphold the goals and philosophy of the Community Violence Intervention Center (CVIC), to abide by CVIC policies and procedures, and to perform all duties outlined in this job description in an ethical and professional manner. Additionally, the Coordinated Community Response Coordinator shall: maintain privacy and confidentiality of all information pertaining to agency clients, staff, volunteers, and shelter; possess a sensitivity to the issue of domestic violence and portray a behavior consistent with agency philosophy, goals and ethics code; demonstrate professional judgment in all areas, function as a team member; accept responsibility for personal and professional growth and development.   

Supervised by: Director of Prevention and Community Services
Minimum Qualifications:  Bachelor’s degree in human service or related field.
Classification:  Exempt
Responsibilities:

1.
Supervise the Coordinated Community Response Specialists
· Assist in the recruitment and selection of the Coordinated Community Response Specialists.
· Define and communicate duties to the Coordinated Community Response Specialists.
· Ensure that employees receive appropriate training, know and understand work requirements, and know and understand the quality of work required.

· Supervise completion of staff duties to ensure completion of agency goals and objectives.

· Provide on-going face-to-face supervision to the Coordinated Community Response Specialists. 

· Evaluate the Coordinated Community Response Specialists and make recommendations on promotion, retention, and salary increases.

· Maintain personnel records of employees that have been assigned to supervise.
2.
Assist with the follow through of memorandums of understanding between agencies.

· Review and revise MOU with project partners to reflect changing goals and objectives.

· Meet with professionals from each agency to examine how current practices affect

victims and explore new practices, which maximize victim safety, offender accountability, and coordination of services.
3.
Maintain a system of tracking cases of domestic violence.

· Determine what information is important and where and how to obtain it.
· Oversee data entry in order to maintain the tracking system.
· Develop policies with each agency for the collection of data and a process to notify administrators when professionals fail to comply with agreed-upon policies.
· Compile statistics from DAIN and other sources, as available, to track trends.  Prepare comprehensive data reports for stakeholders twice a year and dashboard reports annually. Analyze data and identify areas that would benefit from training or changes in policy or protocol.
4. 
Coordinate the exchange of information and interagency communication on a need-to-know basis.

· Assist CCR partners in exchange of information and interagency communications to include problem solving and related issues facing practitioners with emphasis on victim safety. 

· Facilitate input from all individuals and agencies that are affected by the development or change of a policy.
· Coordinate quarterly Stakeholder meetings to assess the coordinated response.
 5.   Assist in conducting an evaluation of the coordinated community response.

· Develop tools to evaluate each phase of the CCR as outlined in the grant proposal.
· Conduct research to determine the effectiveness of policies and procedures in protecting women from further violence, reducing victim-blaming practices in institutions, and holding offenders accountable.

6.
Other duties assigned.

· Ongoing maintenance of information on new trends in DV response for LE, medical, prosecution, probation, court, clergy, etc.

· Assist with budget and grant information.
· Ensure that grant goals are met.
· Research other CCRs and community programs addressing needs of DV response.
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