6450

JUVENILE COURT COORDINATOR
KIND OF WORK:  This is administrative work in the coordination and supervision of all activities of the Juvenile Division of the Circuit Court.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the organization, administration and coordination of activities and operations of the Juvenile Division of the Circuit Court, including probation counseling functions, psychological services and the residential facilities.  Work is performed under the general direction of the Judge of the Juvenile Division of the Circuit Court, and the incumbent directs all professional and support personnel assigned to the Juvenile Division.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Organizes, administers and coordinates all court activities, general office work and operations of the residential facilities; conducts staff meetings; prepares statistical reports; prepares grant requests for additional funding; provides guidance in unusually difficult cases; provides training for subordinate staff; conducts special investigations; secures the cooperation of functionally related public and private agencies and coordinates activities with related social agencies; addresses civic and community groups and other governmental agencies; prepares reports and correspondence; supervises the receipt and accounting for monies received; monitors budget of all departments and residential facilities under the Juvenile Division of the Circuit Court; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of the jurisdiction of the Juvenile Division of the Circuit Court, the laws governing the care and custody of juveniles and principles and practices of related court procedures; thorough knowledge of the social, economic and psychological factors associated with juvenile delinquency; thorough knowledge of the services provided by functionally related agencies, both public and private; ability to analyze complex investigations material and develop effective rehabilitation and prevention programs; ability to write clear and concise reports; ability to establish and maintain effective working relationships with professional and supervisory personnel, governmental agencies, public officials and civic and community organizations.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a master's degree from a recognized college or university in the social or behavioral sciences, and a minimum of five years' professional experience in Juvenile Court work, including a minimum of three years' experience in a responsible administrative or supervisory capacity; or a combination of education and experience equivalent to these requirements.
SPECIAL REQUIREMENT:  Must complete a minimum of forty hours training each year in therapeutic services.

Adopted:
03/01/77






WTP:  1 year

Amended:
08/02/77






Physical Group:  III

Amended:
10/20/81

Amended:
01/03/91 PB Survey
Amended:
07/03/07
