
City of Shawnee Job Description for –Victim Advocate Volunteer

Position: Victims of Crime Advocate Volunteer – Shawnee Police Department Sentinel (VIPS, or Volunteer in Police Services)
Reports to: Victims of Crime Advocate – Shawnee Police Department employee, Shawnee Police Department, or Staff personnel at the Pottawatomie County Justice Center.
Office Location: Pottawatomie County Justice Center, First Christian Church, Shawnee

Job Summary: The victims of Crime Advocate Volunteer will work closely with the Shawnee Police Department’s 
[bookmark: _GoBack]Victim Advocate, as well as Justice Center workers to ensure services are provided to all adult and child victims of 
violent crime cases to ensure that emotional and basic needs are met.  The Victims of Crime Advocate Volunteer will 
mostly provide administrative support in the office with filing but may grow into providing other services deemed 
necessary by the Justice Center Staff.  They at least need to be aware of the services provided and needed. 
Coordinating information of referral services, tracking clients, conducting follow up calls, collaborating with local 
community resources, mental health providers, and social service agencies are all duties the Advocate Volunteer may 
participate in to assist the regular staff.  CCRT, or Community Crisis Response Team meetings may also be attended. 
Duties and Responsibility’s they may assist in, or at least need to be aware of:
Services provided to Shawnee Police Officers:
· Work Closely in identifying and tracking cases
· Track information on case progress
· Serve as a point person for all violent crime cases for SPD
· Provide information & referral and training services for staff, and volunteers
· Provide completed reports and materials to funding source and SPD
· When indicated and requested, respond to crime scene
Direct Services provided to clients:
· Refer for crisis management services when needed
· Provide case management for victim and family
· Assess needs of victim and family
· Refer victims to community organizations and advocate for needs
· Assist victims in accessing benefits from the Oklahoma Crime Victims Compensation Program
· Develop and offer psycho-educational materials for victims
· Outreach to 80% of victims
· Initial contact within 5 days
· Follow-up within 45 days of event
Administrative duties they may be asked to assist with:
· Develop professional relationships with community organizations 
· Identify and visit community organizations and victims assistance programs
· Attend Community Crisis Response Team meetings monthly
· Maintain Community Resource database
· Update and correct existing resources
· Research and add new resources
· Create handout for officers 
· Collaborate with other community resources regarding difficult divorce services (i.e., DVIS, CASA, etc.)
· Keep statistics on services delivered
· Work closely with SPD staff and volunteers
· Coordinate and train volunteer advocates
· Maintain volunteer on call schedule
· Direct volunteers in victim outreach and follow-up
· Train in assessment, referral and advocacy
· Train in use and maintenance of Community Resource database
· Train in responding to crime scene and helping victims in crisis
· Assist in the training of Shawnee Police Officers in:
· Victim services
· Victim Impact
Essential Behaviors:
The Volunteer Advocate must be willing to work a minimum of 8 hrs per week and be aware of the following requirements of staff.
1.   Additional assignments are assumed willingly. 
2.   Demonstrates sensitivity to cultural and ethnic differences in all interactions
3. Adheres to agency policies and procedures, and supports agency mission and values
4. Completes all required paper work and reports accurately in a timely manner
5. Meets established performances\productivity standards as determined by program and agency leadership
6. Practices accountability, confidentiality and strong ethical standards
7. Demonstrates integrity as evidenced by honesty, trustworthiness, respect for self and others, sincerity, and valuing diversity
8. Demonstrates the ability to work collaboratively with other personnel and\or services providers or professionals
9. Utilizes agency technology and attends training on updates and\or new applications
10. Exhibits responsibility through good attendances, effective time management, dependability, self-discipline, flexibility, and working independently
11. Promotes team building through encouragement, support, shared decision-making, and the seeking of synergistic results
12. Utilizes supervision appropriately and willingly participates in training, demonstrating a desire for learning and professional development
13. Communicates effectively both verbally and in writing
14. Partners with and openly communicates and collaborates with department associates, program managers, and other staff associates
15. Demonstrates excellent customer service both internal and external 
16. Openly supports departmental and organizational charges
17. Participates in identifying continuous improvement areas within department or agency, and presents possible solutions
18. Consistently produces quality work
19. Utilizes necessary knowledge and skills to perform the job, keep current with new and best practices
20. Attends and participates in required department and agency meetings and trainings
Qualifications:
The position requires the volunteer to be above the age of 21.   Prefer knowledge and familiarity with Shawnee community resources, case and crisis management/ intervention experience, but not necessary for the position. Must possess and Oklahoma Driver License and be able to pass an extensive background check.

