Sarasota County

SARASOTA COUNTY GOVERNMENT

CAREER TRACK
CASEWORKER
SUB-CLASS CODE: See below
EEO Code: 02
FLSA: Non-Exempt
W/C Code: 8820

MAJOR FUNCTION

PAY BAND: Para-Professional

This is responsible professional work in treatment court case management, pretrial investigations, counseling,
recruiting, assessing, planning, linking, monitoring, advocating, and social service referrals for the Pretrial
Services Program, Treatment Court Programs or Guardian ad Litem Program.

Primary Purpose

Para-Professional Tier I1
Sub-Class Code: 31662 - Pay Grade: 9922

Para-Professional Tier I11
Sub-Class Code: 31663 - Pay Grade: 9923

This is work responsible for tasks and functions related to
case management, advocating for children, volunteer
coordination, handling administrative tasks and
coordinating special projects.

In general, work assigpnments at this level include, but are
not limited to:

Screens pretrial defendants, reviews criminal history,
conducts investigations, verifies information and
identifies potential treatment court clients
Counsels/instructs defendants on pretrial release
Prepares criminal history reports; processes forms and
documentation; review completed investigation reports
Train, supervise and evaluate volunteers

Monitors client progress/compliance with court orders
Initiates warrants for arrest and recommendations for
release of inmates

Compiles, organizes, and manages case records/files
Collects & logs receipts and deposits collected fees
Provides venfied information to the court at bond
hearings

Ensures special conditions of defendants are followed
Endorses the process of client terminations

Gathers information, provides recommendations,
prepares correspondence and reports
Identifies/develops community resources and support
programs; links participants to community resources
Conducts assessments and intakes with new clients
Communicates and collaborates with team members
and other court officials

Conducts treatment court group sessions

Assists with administrative tasks

Attends hearings, depositions, mediations and meetings
Advocates for the best interests involved in the
dependency court system.

This is responsible lead case management work, including
Juvenile Assessment Center (JAC) responsibilities. Assists with
training, developing procedures, administrative tasks and
coordinating complex special projects. Supervisory duties of stalf
through planning objectives and priorities.

In general, work assignments at this level include, but are not

limited to:

= All responsibilities of Caseworker II

» Counsels pretrial services caseworkers

*  Schedules/assigns Case Officer’s attendance at hearings

*  Schedules/assigns work of therapists

» Develops statistical reports and provides to court parties

=  Ensures case plans, test results, etc. are collected & recorded

*  Works independently and may function as acting supervisor

®  Oversees training of staff

= Assists supervisor with special projects

* Participates in the interview process with potential
caseworkers and therapists

*  Assists with employee evaluations

= Assists with program audits

= Conducts interviews and provides detention screening
services to arrested youths; communications release
decision to youth and youth’s guardian

= Ensures youth receive medical and mental health clearance;
assesses suicide risk

= Liaisons with the judiciary

*  Plans, assigns and monitors work of support staff

= Conducts presentations to community groups

= Advocate for the best interests involved in the dependency
court system.

*Para-Professional Tier III includes Para-Professional Tier II duties
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Primary Core Competencies (Knowledge, Skills and Abilities)

Para-Professional Tier I1

Para-Professional Tier I11

Knowledge of applicable laws, codes, and regulations
Ability to build contacts with community resources,
and state and federal agencies providing social
services and family support

Skill in interviewing/counseling/screening techniques;
in observing/interpreting/assessing/recording
behavioral events; in investigation/fact gathering
techniques; in basic safety practices related to work.
Basic report preparation/presentation in clear concise
manner

Ability to communicate clearly and concisely (both
verbal and written communication)

Active listener (states facts verses opinions)

Ability to develop resources and contacts

Ability to adhere to circuit and statewide standards
and statutes

Promotes a safe environment for self and others
Focuses on customers and seeks feedback

Basic knowledge of psychological theories and
behavior modification methods and practices

Skill in developing and monitoring rehabilitation and
treatment programs

Ability to maintain accurate case records, records of
work; maintenance of accurate financial records
Ability to work effectively with juvenile offenders
Ability to exercise sound judgment in emergency or
crisis situations

Ability to interact successfully with a variety of
individuals from various socio-economic, ethnic, and
cultural backgrounds

Knowledge of social services available to children.
Knowledge of the operations of the Florida State
Court System and the dependency system

Ability to manage caseloads

Advanced knowledge of applicable laws, codes, and
regulations; skill in interpreting, applying, and explaining
applicable laws, codes, and regulations

Builds contacts with community resources, and state and
federal agencies

Advanced skill in interviewing/counseling/screening
techniques; in observing/interpreting/assessing, and
recording behavioral events; investigation/fact gathering
techniques

Advanced report preparation/presentation in clear concise
manner

Ability to advise and guide customers in a positive manner
and resolve issues

Ability to communicate clearly and concisely (both verbal
and written communication)

Expert listener and ability to state facts verses opinion.
Ability to build a positive and effective team that supports
and values diversity

Understands and embodies the County’s values; serves as a
mentor .

Motivates others to achieve desired outcomes _

Focuses on customers; seeks feedback and encourages
others to do the same

Ability to coordinate projects

Advanced knowledge of psychological theories and
behavior modification methods and practices

Skill in developing and monitoring rehabilitation/treatment
programs

Ability to maintain accurate case, work and financial
records

Ability to work effectively with juvenile offenders

Ability to take effective action and exercise sound
judgment in emergency or crisis situations

Ability to interact successfully with customers of diverse
background

Business Equipment and Computer Skills

Basic to intermediate software applications
including word processing programs

Internet searches

Microsoft Word, Excel, PowerPoint and QOutlook
E-mail communication software applications
Digital Photography and downloading knowledge

Intermediate to advanced software applications

* [Internet/intranet operations

Technical Skills (may be req

uired depending on specific job)

*  Ability to take effective action and exercise sound
independent judgment in emergency or crisis situations
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Minimum Qualifications

e Bachelor’s degree in criminal justice, counseling,
social work, psychology, sociology or behavioral
science, or a related field from an accredited college or
university.

* Progressively responsible related experience may be
substituted on a year-for-year basis for the required
college degree.

¢ May require certification by the Federal Department of
Law Enforcement (FDLE) as a Florida Crime
Information Center/National Crime Information Center
{FCIC/NCIC) operator.

» A Bachelor’s degree in criminal justice, counseling, social
work, psychology, sociology or behavioral science, or a
related field from an accredited college or university and |-
year experience as a Pretrial Services Caseworker or related
criminal justice experience.

e Progressively responsible related experience may be
substituted on a year-for-year basis for the required college
degree.

¢ May require certification by the Federal Department of Law
Enforcement (FDLE) as a Florida Crime Information
Center/National Crime Information (FCIC/NCIC) operator.

NOTE: Employees that acquire the skills and minimum qualifications for the next level will be eligible to apply for
promotional opportunities. Employees will not automatically be upgraded to the next level. Reclassifying a position is based
on business need and financial impact and not based solely on the incumbent.
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Chris Louria, Chief Human Resources Officer
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