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Position Title: Juvenile Director

Department: Juvenile Department

Supervisor: County Administrator
Position Overview: The Juvenile Director, under the general and limited supervision of the County Administrator, works closely with the presiding Circuit Court Judge(s), District Attorney’s Office, County Sheriff, and other local law enforcement officials and mental health providers.  This position is responsible for the administration and operation of the Juvenile Department.  Responsibilities include administrative functions such as budgeting, grant writing, reporting, and supervising staff; handling a caseload of referred Juveniles; scheduling Juvenile Court hearings; preparing and presenting uncontested cases in Court, and attending meetings as directed including the Local Public Safety Coordinating Council (among others).

Resources Influenced:


Annual Operating Budget:


Number of Employees in chain-of-command: 2



Reporting Positions: 



Juvenile Assistant/Probation Counselor


Office Support Specialist

Working Environment: Work is done in an office environment at the Heppner Office as well as Boardman and Irrigon locations.  A significant amount of travel between offices and to attend meetings and training.  Weather conditions sometimes make traveling hazardous.  Clients and family can be unpredictable and sometimes hostile.  

Qualifications:
1.
Education - BA or BS degree in sociology, psychology, corrections or related field of study.

2.
Experience - 4 years of experience in a position involving corrections, reform or working with juvenile delinquents and/or management or administrative experience.

3.
Equipment used - Vehicle, personal computer, copier, calculator, telephone.

4.
Knowledge of principles of corrections, reform and juvenile delinquency.

5.
The ability to use independent judgment including finely developed decision making, planning, analytical, risk assessment and organizational skills.

6.
Knowledge of administrative principles including budgeting and supervision.

7.
Ability to prepare and maintain detailed and accurate records including confidential Juvenile records as required under ORS 419A.255.

8.
Report to County Administrator and Board of County Commissioners as directed.

9.
Valid driver’s license and ability to drive safely in diverse weather conditions.

10.
Ability to communicate and coordinate well with a diverse population including staff members, professional consultants, attorneys, agencies, schools, law enforcement agencies, clients and members of the general public.

11.
Attend training and conferences to maintain and improve skills necessary to the successful performance of the job.

12.
Ability to effectively use oral and written communication in the performance of duties and responsibilities.

13.
Oversee preparation of legal paperwork, court reports, and statistical records.

Essential Job Functions

Physical:
Reaching, standing, walking, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions. Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.  Minimal lifting, 10 pounds or less.  Ability to drive an automobile

Ability to take youth into physical and legal custody as is ordered by the Court or as is otherwise required by law and transport to detention

Mental:
Ability to work with demanding and sometimes hostile clients. 


Ability to read, write and comprehend English

Communicate well with families and public stakeholders
Assess clients and work closely with community partners in various
Locations throughout the County.

Refer to outside agencies and partners such as the Oregon Youth

Authority. Maintain knowledge and training in the OYA Youth 
Reformation System.

Maintain training hours to stay up to date on all changes within the

system including legislatively.  

Ability to use high complex reasoning and the ability to integrate dissimilar work functions.  The position is expected to apply advanced human relations skills to situations involving formal presentations, conflict, and team building.

Job Duty Outline:
I.
Administration


A.
Prepare and maintain the budget for all programs


B.
Seek additional sources of revenue, such as grants


C.
Personnel management, including:



1.
Recruiting new staff when necessary



2.
Providing routine supervision



3.
Conduct performance evaluations



4.
Provide coaching and administer discipline when required



5.
Scheduling: office coverage, training, vacations,


D.
Prepare all necessary reports to the County and State including 



Reporting to Board of County Commissioners as directed.


E.
Assure that records are kept in compliance with state and federal requirements. 

II.
Supervise caseload of legally referred juveniles

A.
Evaluate and assess all new juvenile cases to determine if they should go to Court, or be handled informally (formal accountability agreements)

B.
Meet with juveniles and their parents or guardians, including conducting home visits/assessments as is necessary.

C.
Educate youth and families in regard to legal processes and terminology according to the Oregon Juvenile Code (ORS).

D.
Develop a contract for each juvenile handled informally (FAA)

E.
Supervise formal cases before and after the Court process




F.
Monitor compliance of each juvenile with the specific terms of their Agreement or Court Order.


G.
Provide counseling services to juveniles and their families through referral work with other private and State agencies

H.
Recommend additional court action when probation conditions have been violated or other circumstances warrant it.


I.
Refer to Oregon Youth Authority for out of home placement as required.

J.
Contact victims, determine and monitor restitution as is necessary (Victim’s packet).


K.
While working with a diverse population of youths and families (racial, cultural, socio-economic, etc.) address a variety of presenting issues including mental health, sexual offending, fire setting, truancy, and substance abuse.
III.
Schedule Hearings


A.
Schedule all court hearings with the Circuit Court Judge, State Courts, DA, other attorneys, all within the statute of limitations


B.
Prepare clients and their parents for the Court process or Formal Accountability Agreements

C.
Staff all juvenile hearings, including presenting uncontested cases to the Circuit Court Judge and work with DA in preparation for contested cases


D.
Assure that staff sends out all appropriate summons, subpoenas or notices of hearing dates to juveniles, parents, witnesses, victims, attorneys, law enforcement officers, etc.

IV.
Grant Administration


A.
Prepare and submit grant applications for juvenile programs


B.
Prepare all required grant reports


C.
Process expenditures for reimbursement


D.
Develop programs for services identified as needed in the County

V.
Miscellaneous

A. Be on-call for emergencies 24 hours/day, 7 days/week including responding to calls from law enforcement, detention staff, Juvenile department employees and members of the public.
B. Member of Central Eastern Oregon Juvenile Justice Consortium, Multi-Disciplinary Team, Local Public Safety Coordinating Council and other boards or committees as needed. Maintain attendance at meetings occurring throughout the region and state as needed.
C. Work closely with Mental Health, the District Attorney, law enforcement agencies, DHS, OYA, CARE team members, school officials, and others as needed on matters of mutual interest or concern for youth in the County.

D. Maintain case plans and electronic files through the Statewide Juvenile Justice Information System notebooks.  Assign cases and refer out to other community partners and stakeholders as is necessary
E. Conduct investigations and prepare and present recommendations to assist the Circuit Court Judge. Complete risk assessments up to and including the JCP (Juvenile Crime Prevention), RNA (Risk Needs Assessment), OTA (Oregon Typology Assessment) and other tools within the Youth Reformation System as developed by the Oregon Youth Authority.
F. Provide notice to the school district as required by law (certain required stages of the proceedings such as petition filing).

G. Member of the Community Counseling Solutions Wrap Around Program (Board of Directors).  Attend staffing meetings as is necessary and make recommendations to CCS clinicians regarding referral into WRAP program

H.
Other projects and duties as needed or assigned.
VI.
Department Organization
A. Communicate with other department employees to effectively and efficiently coordinate work programs.
B. Communicate with employees from other departments and agencies in order to coordinate and implement the work program.
C. Communicate with members of the general public in order to coordinate work programs and provide appropriate information about county activities.
D. Maintain communication channels with the County Administrative Officer and the Board of County Commissioners as required.

E. Perform periodic reviews of the department organizational flow chart

F. Recruit, train and monitor staff members including probation counselor and office support specialist.

NOTE:
The above job description is intended to represent only the key areas of responsibilities; specific position assignments will vary depending on the business needs of the department
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