FY 2020/21

SERVICE
OBJECTIVES




Project Name: FCSS, Inc. Victims of Crimes Program

Total number of individuals to receive VOCA funded services during each fiscal year:

Fiscal Year Total Number
FY2020 400
FY2021 450

Total number of individuals to be assisted with a victim compensation application during each fiscal year:

Fiscal Year Total Number
FY2020 200
FY2021 200

For each category that is checked, list the total number of individuals to receive VOCA funded services in this category
during each fiscal year.

Select yes or no if Service Category FY20 Total number of FY21 Total number of
requested funding individuals to receive individuals to receive
will/will not funded services funded services
support the
service category
Information &
Yes Referral
250 300
Personal Advocacy /
Yes Accompaniment
300 350
Emotional Support or
Yes Safety Services
300 350
Shelter/Housing
Yes Services
100 150
Criminal/Civil Justice
Yes Systern Assistance
50 50

Information & Referral: Providing victims with information, resources, materials, and/or referrals. Examples include:
providing information about the criminal justice process and victims' rights; referrals to other victim service programs; and
referrals to other services, supports, and resources.

Assuming the project is funded as requested, please estimate the number of requests for
services that will remain unmet annually (if any) because or organizational capacity issues.

0
Anticipated number of client surveys to be distributed annually. 400
Anticipated number of client surveys to be completed and returned annually. 300

Number of full-time equivalent (FTE) positions supported with requested funds. 18
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Executive Director

Job Description
Supervisor: Board of Directors
Time Required: 40 hours per week
Percentage to VVSGP: 43%
Requirements: A master’s degree in a human service field is preferred, with a

minimum of a bachelor’s degree and 3-5 years’ experience in victim
service related programs.

The Executive Director is responsible for carrying out all policies established by the Board
of Directors and reporting on the same at all meetings of the Board of Directors. The
Executive Director is responsible for all aspects of administration of the Family Crisis
Support Services, Inc. which include, but are not limited to the following:

% Financial Management
e Developing budget
e Maintaining financial records

4 Provide supervision to all housing, domestic violence and sexual assault staff and
volunteers
e Designating supervisory authority

& Maintaining physical structure of shelter and equipment

% Personnel Administration
e Hiring, firing, supervision, and evaluation of staff
o Assure that all staff receives adequate training

& Maintain supportive relationships with agencies, schools, police departments, etc.

& Create and maintain a positive image in the communities served

& Educate the community about services provided

% Providing homeless, sexual and domestic violence prevention services within the
community

+ Maintain records, inventory

4 Prepare annual agency budget

& Create in house communication and training opportunities through structured staff
meetings and retreats

In addition to these Administrative tasks, the Executive Director will also provide the
following services:
o Answering the Sexual Assault and Domestic Violence Hotlines.
Providing Crisis and Supportive Counseling to clients
Information and referral to community resources
Providing/Overseeing emergency financial assistance to victims
Overseeing all relocation services to victims
Ensuring that all victims within shelter are receiving the services they desire







Financial Administrator
Job Description

Time Required — 40 hours per week
Shift: M-F (9:00-5:00 p.m.)

Percentage to VVSGP: 36%

Qualifications — Bachelor degree or related work experience in Accounting. Excellent
computer skills.

Supervisor: Executive Director

The Program Assistant will be responsible for financial duties to include but not
limited to:
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Performing all bookkeeping and accounting procedures for the agency
Completing quarterly sales tax reports for thrift stores

Counting, depositing, and maintaining records of all monetary deposits for
Treasure Chest

Complete monthly state payroll reports

Complete monthly federal payroll reports

Prepare all state and federal quarterly payroll reports

Complete invoicing for all grants obtained by the agency

Maintain filing system for all grants, expenses, and balances
Maintain petty cash logs for all locations

Track all sick, vacation and compensatory time for all employee
Provide a monthly financial report for Board

Serve as financial officer for all grants

Complete monthly report for US Department of Labor

Complete quarterly report for Virginia Employment Commission
Prepare bi-weekly payroll for all employees

Order all office supplies and promotional products

Prepare all agency bills

Inventory/order office supplies

Work closely with CPA to provide information for the Annual Audit
Maintain and reconcile bank statements

The Program Assistant will be responsible for program duties to include but not
limited to:

(7
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Answer Sexual Assault and Domestic Violence Hotlines
Assist Residents and Outreach Clients in scheduling appointments, making phone
calls, etc.



Provide information and referral to individuals who have experienced sexual
and/or domestic violence.

Provide crisis intervention and safety planning

Provide emergency transportation

Provide case management to survivors of sexual assault and/or domestic violence
Provide information and referral to survivors of sexual assault and/or domestic
violence

Provide direct services to individuals and families who are victims of crimes.
Assist Executive Director as nceded




Program Development Administrator
Job Description

Time Required — 40 hours per week
Shift: (9a.m. to 5 p.m.) M-F, evenings and weekends necessary to complete community
activities

Percentage to VVSGP: 51%

Qualifications — Bachelor degree or related work experience in a human services field.
Experience working with victims of crimes. Excellent oral and written communication
skills preferred. Supervisory experience, management & administrative skills.

Supervisor: Victims Setvices Director

% Supervise, coordinate, create, and assess all shelter operations: shelter rules, policies,
record keeping

% Grant Writing

& Maintain and create agency policies and procedures

<+ Ensuring agency is in compliance with Accreditation standards

% Maintain records for vouchers

& Maintain records of donors and donations

% Thank you letters

& Maintain current cooperative agreements with appropriate agencies necessary for
funding

< Enter VADATA for clients served

& Provide court outreach to individuals and families who chose to access the criminal
justice system

& Provide criminal justice information and support

% Provide crisis intervention and safety planning

& Provide case management to victims of crime

% Provide information and referral to victims of crimes.

& Provide direct services to survivors of domestic violence and their families including
emergency transportation and educating survivors about domestic violence and sexual
assault

% Hospital/medical accompaniment to survivors of domestic violence

# Develop a Prevention/Education Plan for each year targeting a variety of audiences
and applying a variety of methods

& Maintain a current Resource Book

% Maintain a current wish list

% Develop a training curriculum for volunteers

& Train and supervise all volunteers

% Complete a monthly newsletter for local paper and agency web-site

& Develop and maintain a current list of service providers/contacts, addresses, email,
and phone numbers
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Fundraising

Create flyers, PSA’s, brochures, etc. to increase public awareness of services offered
by our agency and distribute throughout our service area.

Develop and complete an ongoing community survey to determine areas of the
community that need more public awareness presentations.

Develop awareness and prevention programs about dating violence, date rape,
domestic violence, ete. to be presented in local schools; present these programs in the
schools

Educate all of our service area on Family Crisis Support Services, Inc. Increase
awareness of the programs available and the services this agency provides.

Make the agency distinguished and recognized throughout the community.

Any other duties as assigned by the Executive Director




Victim Services Advocate
Job Description

Time Required — 40 hours per week
Percentage to VVSGP: 100%

Qualifications — Bachelor degree or related work experience in a human services field.
Experience working with victims of crimes. Excellent oral and written communication
skills preferred. Non-judgmental attitude, Candidate must be reliable and have the ability
to work with little or no supervision. Have the ability to work a flexible schedule as
needed.

Supervisor: Victim Services Director

The Victims of Crimes Advocate will be responsible for but not limited to:
s Court/legal advocacy to victims of crimes.
s Provide crisis counseling and case management services to all victims of crimes.
(domestic violence and/or sexual violence)

s Provide personal advocacy and accompaniment services for victims of crimes.
(including accompaniment to medical appointments, forensic exams, law
enforcement interview, etc.)

Provide criminal and civil justice system assistance to victims of crimes.
Facilitate support groups for victims of violence.

Compile and maintain statistical reports on all victims

Answer sexual assault and domestic violence hotlines and provide crisis
intervention, counseling, advocacy, information and referral

Conduct workshops, seminars, and training for collaborative agencies and special
populations

Conduct bi-monthly Task Force and SART team meetings

Providing information for quarterly reports to Executive Director

Build and maintain effective relationships with collaborative agencies
Utilize resources to decrease barriers for providing services

Develop cooperative agreements with participating agencies

Provide direct services to victims

Create evaluation forms to be completed after assessment

Provide requested information to Executive Director in order to complete grants
necessary to continue funding

Provide a detailed monthly schedule to Executive Director

Complete VADATA forms when necessary and enter information by 15% of
month following end of quarter

Attend all staff meetings

Other duties as assigned by Executive Director
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Evening Manager
Job Description

Time Required: 40 hours per week

Percentage to VVSGP: 86%

Shift: evening shift

Qualifications — Related work experience in a human services field. Experience
working with domestic violence and experience with homeless individuals preferred.
Excellent oral and written communication skills. The ability to work closely with
collaborative agencies and co-workers. Must be willing to work nights and weekends.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
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Answering sexual assault and domestic violence hotlines and maintaining
documentation of all calls received

Document and maintain shelter data: calls, screenings, services provided, resident
files, etc

Complete screening and intake process of individuals/families in need of shelter
Provide crisis intervention and safety planning sexual assault and/or domestic
violence

Provide information and referral to survivors of sexual assault and/or domestic
violence

Provide information and referral to victims of crimes.

Providing direct services to individuals and families who have experienced sexual
assault and/or domestic violence

Providing direct services to individuals and families who are victims of crimes
Educating survivors about the dynamics of sexual assault and/or domestic
violence

Communicate issues occurring during shift with supervisor

Maintain shelter as needed

Light janitorial duties

Replenish supplies for main office as needed

Maintain security of shelter

Preparing empty rooms for occupancy

Completes all VADATA/Intake forms as necessary

Ensure resident’s needs are being met

Attending all staff meetings

Any other duties as may be assigned by supervisor or executive director




Evening and Weekend Assistant
Job Description

Time Required: 40 hours per week
Percentage to VVSGP: 69%
Shift: Tuesday-Saturday

Qualifications — Related work experience in a human services field. Experience
working with individuals who have experienced domestic violence is preferred.
Excellent oral and written communication skills. The ability to work closely with
collaborative agencies and co-workers. Must be willing to work nights and weekends.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
% Answering the sexual assault and domestic violence hotlines and maintaining
documentation of all calls received '

+ Document and maintain shelter data: calls, screenings, services provided, resident
files, etc.

%+ Complete screening and intake process of individuals/families in need of shelter

%+ Provide transportation to residents

% Provide crisis intervention and safety planning

% Provide information and referral services to victims of domestic violence

% Provide information and referral services to victims of crimes.

< Provide case management to survivors of domestic violence

% Provide information and referral to survivors of domestic violence

% Provide direct services to individuals and families who have experienced
domestic violence

% Providing direct services to individuals and families who are victims of crimes.

% Educating survivors about the dynamics of domestic violence

% Communicate issues occurring during shift with supervisor

% Maintain shelter as needed

¢+ Light janitorial duties

% Replenish supplies for main office as needed

% Maintain security of shelter

% Preparing empty rooms for occupancy

4 Complete all VADATA/Intake forms as necessary

% Ensure resident’s needs are being met

¢ Coordinate and Assist with support groups

¢ Attending all staff meetings

% Any other duties as may be assigned by supervisor or executive director




Children’s Services Coordinator
Job Description

Supervisor: Victim’s Services Director

Time Required: 28 hours per week

Percentage to VVSGP: 100%

Qualifications — Related work experience in a human services field, bachelor’s degree in a
human services field is preferred. Experience working with children who have experienced
trauma is required. Excellent oral and written communication skills. The ability to work closely
with collaborative agencies and co-workers. Must be willing to work nights and weekends.

Responsibilities include, but are not limited to:

*

Complete children’s intake/needs assessment form.

Ensure that school-aged children are enrolled in school while staying in the shelter.
Ensure that professional child services resources are available to children/children’s
parents while they are in shelter.

Information and referral to requested resources.

Transportation of children, with their parent/s.

Develop a “plan of action” in conjunction with parents which will address the child’s
needs, goals, and progress.

Assist parents in obtaining needed documentation for children (i.e. birth certificates,
social security cards, immunization records, school records, etc).

Provide crisis intervention and supportive counseling to parents and children within the
shelter.

Maintain a children’s resource manual fo include available community resources as
related to children’s needs.

Coordinate activities for children and their parents.

Provide information and referral for children who are staying in shelter in conjunction
with their parent.

Parents wili be consulted and their input incorporated into all component activities to be
undertaken prior to services being provided to their children. Services will emphasize parental
choice and participation in the coordination of services from a trauma informed perspective.




Sexual Assault Advocate
Job Description

Time Required — 40 hours per week

Percentage to VVSGP: 63%

Qualifications — Bachelor degree or related work experience in a human services field..
Experience working with victims of sexual assault a must. Excellent oral and written
communication skills preferred. Non-judgmental attitude. Candidate must be reliable and
have the ability to work with little or no supervision. Have the ability to work a flexible
schedule as needed.

Supervisor: Victim Services Director

The Sexual Assault Advecate will be responsible for but not limited to:

Court/legal advocacy to victims of Sexual Assault

Criminal and civil justice system assistance to victims of sexual assault to assist
victims in navigating the judicial system

Provide crisis counseling and case management services to victims of sexual
assault or child sexual abuse

Provide personal advocacy and accompaniment for victims of sexual assault,
including hospital accompaniment, law enforcement interview accompaniment,
Provide information and referral to victims of sexual assault

Compile and maintain statistical reports on all victims

Answer hotline and provide crisis intervention, counseling, advocacy,
information, referral, and telephone reassurance ‘
Conduct workshops, seminars, and training for collaborative agencies and special
populations

Educate the community on services provided by the Sexual Assault Program
Coordinate bi-monthly meetings of the Task Force and SART teams

Providing information for quarterly reports to Executive Director

Build and maintain effective relationships with collaborative agencies

Utilize resources to decrease barriers for providing services

Develop cooperative agreements with participating agencies

Provide direct services to victims

Create evaluation forms to be completed afier assessment

Complete VADATA forms when necessary and enter information by 15" of
month following end of quarter

Assist/Facilitate support group activities as requested by group leaders

Create a concise daily data form to assist in preparing quarterly reports

Make referrals for Sexual Assault services to proper agencies

Attend all staff meetings

Other duties as assigned by Executive Director







Services Coordinator
Job Description

Time Required: 10 hours per week

Shift:

as designated by supervisor

Percentage to VVSGP: 25%

Qualifications — Bachelor degree or related work experience. Excellent computer skills.

Supervisor: Victim Services Director

The Services Coordinator will be responsible for but not limited to:
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Providing services to residents as well as maintaining forms, records,
documentation

Recognize various needs of residents for Hope House

Provide Case Management as necessary determined by Individual Client Service
Plan

Provide transportation

Provide crisis intervention and safety planning

Provide case management to victims of crimes.

Provide information and referral to victims of crimes.

Providing direct services necessary to assist survivors

Educating survivors on the dynamics of domestic violence

Assist survivors in filing out housing applications and Rapid Rehousing
Applications

Communicate issues occurring during shift with supervisor

Document and maintain client information: VADATA, screening sheets, intake,
and services provided

Determine/schedule group activities pertinent to case management

Coordinate recreational activities with residents

Schedule routine meetings with program director to communicate questions,
concerns or necessary coordinated services

Maintain a current list of housing opportunities, employment opportunities and
post weekly for residents

Offer residents weekly budgeting sessions

Offer employment training, resume building, and assist with completing job
applications

Schedule appointments/transportation for residents

Attend all staff meetings

Other duties as assigned by Executive Director




Family Resources Coordinator
Job Description

Time Required: 24 hours per week

Percentage to VVSGP: 100%

Qualifications — Bachelor degree or related work experience in a human services field.
Experience working with domestic violence preferred. Excellent oral and written
communication skills preferred.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
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Recognize various needs of residents for Hope House and Guest House
Identify, locate, and secure items necessary to attain independent living such as
clothing, household items and furniture

Coordinate efforts to assist residents with physically moving into permanent
housing

Assist residents in preparing for job interviews, (ensure proper clothing is
available)

Document and maintain client information: VADATA

Communicate with other Family Crisis Support Services Staff to coordinate direct
services to meet the need of clients

Educating survivors about the dynamics of domestic violence

Schedule a minimum of 2 monthly home visits to ensure clients basic needs are
being met

Offer residents job skills training at Thrift Stores

Schedule routine mectings with shelter manager to communicate questions,
concerns or necessary coordinated services

Attend all staff meetings

Other duties as assigned by Executive Director




Aftercare Advocate
Job Description

Time Required — 40 hours per week

Percentage to VVSGP: 100%

Qualifications — Bachelor degree or related work experience in a human services field.
Experience working with victims of crimes. Excellent oral and written communication
skills preferred. Non-judgmental attitude. Candidate must be reliable and have the ability
to work with little or no supervision. Have the ability to work a flexible schedule as
needed. Have a good driving record

Supervisor: Victim Services Director

The Victims of Crimes Aftercare Advocate will be responsible for but not limited to:

Court/legal advocacy to victims of crimes.

Provide crisis counseling and case management services to all victims of crimes.
(domestic violence and/or sexual violence)

Provide personal advocacy and accompaniment services for victims of crimes.
(including accompaniment to medical appointments, forensic exams, law
enforcement interview, etc.)

Assist victims when moving out of the shelter and or Transitional Housing
Provides supportive services once they are on their own in independent housing
Transportation accompaniment for security deposits, utility deposits, moving
belongings into the new location.

Provide systems advocacy on behalf of the victims with the transitional housing
program as well as allied professionals within housing authoritics.

Assist in locating furniture and household necessities for the victim to assist with
their moving into housing by utilizing the agency Thrift Stores.

Offer support group meetings once a month to victims of domestic and sexual
violence who are no longer in the emergency shelter as well as a support group
once a month for secondary victims (i.e., have witnessed violent crime in their
communities or families). This secondary victim support group would include
children and youth who have experienced or witnessed crime.

Provide criminal and civil justice system assistance to victims of crimes,
Provide Case Management supportive services for up to 12 months monthly’
Compile and maintain statistical reports on all victims

Providing information for quarterly reports to Executive Director

Build and maintain effective relationships with victims

Utilize resources to decrease barriers for providing services

Provide a detailed monthly schedule to Executive Director

Complete VADATA forms when necessary and enter information by 15" of
month following end of quarter

Attend all staff meetings

Other duties as assigned by Executive Director




Night Assistant
Job Description

Time Required: 40 hours per week
Percentage to VVSGP: 100%
Shift: Tuesday-Saturday

Qualifications — Related work experience in a human services field. Excellent oral and
written communication skills. The ability to work closely with collaborative agencies
and co-workers. Must be willing to work nights and weekends.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
%+ Answering the sexual assault and domestic violence hotlines and maintaining
documentation of all calls received

% Document and maintain shelter data: calls, screenings, services provided, resident
files, etc.

< Complete screening and intake process of individuals/families in need of shelter
during night time hours.

% Provide transportation to residents in emergency situation.

% Provide crisis intervention and safety planning

% Provide information and referral services to victims of domestic violence

% Provide information and referral services to victims of crimes.

% Provide case management to survivors of domestic violence

% Provide information and referral to survivors of domestic violence

% Provide direct services to individuals and families who have experienced
domestic violence

< Providing direct services to individuals and families who are victims of crimes.

% Educating survivors about the dynamics of domestic violence

% Communicate issues occurring during shift with supervisor

%+ Maintain shelter as needed

%+ Light janitorial duties

% Replenish supplies for main office as needed

%+ Maintain security of shelter

% Preparing empty rooms for occupancy

% Complete all VADATA/Intake forms as necessary

++ Ensure resident’s needs are being met

% Attending all staff meetings

%+ Any other duties as may be assigned by supervisor or executive director




Overnight Shelter Advocate
Job Description

Time Required: 40 hours per week

Percentage to VVSGP: 100%

Shift: Tuesday-Saturday

Qualifications — Related work experience in a human services field. Excellent oral and
written communication skills. The ability to work closely with collaborative agencies
and co-workers. Must be willing to work nights and weekends.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
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Answering the sexual assault and domestic violence hotlines and maintaining
documentation of all calls received

Document and maintain shelter data: calls, screenings, services provided, resident
files, etc.

Complete screening and intake process of individuals/families in need of shelter
during night time hours.

Provide transportation to residents in emergency situation.

Provide crisis intervention and safety planning

Provide information and referral services to victims of domestic violence
Provide information and referral services to victims of crimes.

Provide case management to survivors of domestic violence

Provide information and referral to survivors of domestic violence

Provide direct services to individuals and families who have experienced
domestic violence

Providing direct services to individuals and families who are victims of crimes.
Educating survivors about the dynamics of domestic violence

Commounicate issues occurring during shift with supervisor

Maintain shelter as needed

Light janitorial duties

Replenish supplies for main office as needed

Maintain security of shelter

Preparing empty rooms for occupancy

Complete all VADATA/Intake forms as necessary

Ensure resident’s needs are being met

Attending all staff meetings

Any other duties as may be assigned by supervisor or executive director




Transportation Assistant
Job Description

Time Required: 20 hours per week

Percentage to VVSGP: 100%

Shift: Tuesday-Saturday

Qualifications — Related work experience in a human services field. Excellent oral and
written communication skills. Good driving record. The ability to work closely with
collaborative agencies and co-workers.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
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Provide transportation to residents:

o Mental health services
Social Services
Social Security Office
Community Stores (food, clothing, etc)
Support groups
Court proceedings
Hospital/medical
Housing
Legal assistance appointments
school

000 CO0O0O0O0

Assistance with applying for benefits
o inemergency situation.
Provide direct services to individuals and families who have experienced
domestic violence
Providing direct services to individuals and families who are victims of crimes.
Ensure resident’s needs are being met
Transportation to look at housing/sign leases
Attending all staff meetings
Any other duties as may be assigned by supervisor or executive director




Children’s Services Assistant
Job Description

Time Required: 20 hours per week

Percentage to VVSGP: 100%

Shift: Sunday through Friday

Qualifications — Related work experience in education field. Excellent oral and written
communication skills. Good driving record. The ability to work closely with
collaborative agencies and co-workers.

Supervisor: Victim Services Director

Responsibilities include but not limited to:
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Provide transportation to residents:

Provide direct services to individuals and families who have witnessed domestic
violence

Assist Children’s Services Coordinator at the shelter with direct activities and
homework assistance for primary, middle school, and high school kids.
Supervise and monitor the safety of children in their care

Help children keep good hygiene

Childcare for any age children at shelter

Change the diapers of infants and toddlers

Organize activities or implement activities that allow children to learn about the
world and explore interests; library, park, hiking, games, movie’s, etc

Watch for signs of emotional or developmental problems in children and bring the
problems to the attention of parents and Children’s Services Coordinator

Keep records of children’s progress, routines, and interest

Providing direct services to children who are victims of crimes.

- Ensure children’s needs are being met

Attending all staff meetings
Any other duties as may be assigned by supervisor or executive director




Community Coordinator
Job Description

Time Required — 40 hours per week
Shift: M-F (9:00 a.m. to 5:00 p.m.) position may occasionally require flexibility of
schedule in order to meet needs of clients

Qualifications — Bachelor’s degree or related work experience in a human services

field.

Experience working with domestic violence preferred. Excellent oral and

written communication skills, marketing experience, community contacts, and public
relations preferred.

Supervisor: Executive Director

The Community Coordinator will be responsible for but not limited to:
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Attending and facilitating coordinated efforts such for Domestic Violence and
Sexual Violence Task Force, SART meetings, Domestic Violence Lethality
Assessment Programs, and other coordinated community response efforts that
facilitate direct victim services in Dickenson, Lee, Wise Counties as well as
the City of Norton.

Coordinated efforts in developing a Lethality Assessment Protocol with Law
Enforcement in the service area.

Monitor the success of the Lethality Assessment Protocol Program once they
are established.

Provide presentations/trainings and special events, annually, to the general
community and to allied professionals to assist with the collaboration of
community coordination efforts,

Expand development of awareness programs in the primary, middle and high
schools in the primary service area. Programs implemented will be teen dating
violence, technology abuse, healthy relationships, sexual harassment
education, bullying prevention.

Development a Prevention/Education Plan for each year targeting a variety of
audiences and applying a variety of methods; assist in providing prevention
and education services.

The Community Coordinator will create flyers, PSA’s, brochures, etc. to
increase public awareness of services offered by our agency and distribute
throughout our service area.

Complete an ongoing community survey to determine areas of the community
that need more public awareness presentations.

Recruit and Train Volunteers

Track daily time, attendance, and volunteer activities.

Any other duties as assigned by the Executive Director







Yictim Services Volunteer
Job Description

Time Required: as needed

Qualifications — Related work experience/education in a human services field.
Experience working with victims preferred. Non-judgmental attitude. Individual must be
willing to learn and work under close supervision. Candidate must be reliable and agree
with program cthics and confidentiality. Candidate must be willing to undergo volunteer
training.

Supervisor: Program Development Administrator

The Victim Services Volunteer duties include, but not limited to:

Court/legal advocacy to victims of crimes with the program staff

Provide crisis counseling and case management services to victims of domestic
violence with supervisor

Co-facilitate support groups for victims as requested by group leaders

Answer domestic violence hotline and provide crisis intervention, counseling,
advocacy, information, referral, and telephone reassurance

Assist Program Development Administrator in conducting workshops, seminars,
and training for collaborative agencies and special populations

Assist in educating the community on services provided by the Sexual Assault
and Domestic Violence Program

Attend meetings with collaborative agencies with the program advocate as
necessary

Build and maintain effective relationships with collaborative agencies

Utilize resources to decrease barriers for providing services

Assist in the development of cooperative agreements with participating agencies
Provide direct services to victims with program staff

Assist with the creation of evaluation forms to be completed after assessment
Complete VADATA forms when necessary and enter information by 15" of
month following end of quarter

Make referrals for victim services to proper agencies

Attend all staff meetings, as requested by Executive Director

Other duties as assigned by Executive Director or Program Development
Administrator




