
   

 

PROJECT DIRECTOR 
FAMILY JUSTICE CENTER 

POLICE PROGRAM TECHNICIAN 
 
JOB SUMMARY 
 
This position is under the Investigations division of the OKC Police department.  The position uses 
subject matter knowledge and judgment to complete assignments consisting of numerous steps that vary 
in nature and sequence and must possess any necessary licenses and certifications prior to assuming the 
job. Dependent upon assignment, the Police Program Technician may apply knowledge of Oklahoma law, 
city ordinances, police procedures and criminal behavior to provide administrative and technical support 
to the assigned division.  Duties may include but are not limited to providing administrative and technical 
support; preparing and submitting reports; conducting research and providing analyses; administering 
program services; making presentations to the public; and developing the Family Justice Center.   
 

POSITION DUTIES 

-Develops and manages the Family Justice Center’s day-to-day operations, ensuring safe work practices 
and work environment for staff and clients; 
-Develops relationships with partner agencies; 
-Coordinates services with partner agencies to ensure clients have an easy and seamless process while at 
the Family Justice Center; 
-Hires, trains and supervises university interns; 
-Supervises the Project Assistant;  
-Develop and coordinate regular meetings for the Board of Directors, Advisory Board and work groups;  
-Provides outreach, education and presentations to the community; 
-Represents the Family Justice Center in community forums. 
 
DEPARTMENTAL PREFERENCES 
 
-Knowledge of crime victims’ rights, trauma informed care and best practices in working with victims.  
-Ability to work closely with law enforcement officers, community partners and volunteers.  
-Maintain and analyses statistical records of victim contacts and services provided to them.   
-Knowledge and ability to advocate for crime victims.  
-Knowledge of community resources available to assist with victims’ needs  
-Knowledge of standard crisis intervention techniques. 
-Skill and ability to communicate verbally and in writing, using tact and diplomacy. 
-Ability to apply deductive or logical reasoning. 
-Willingness to follow established departmental safety policies and procedures 
-Possession of a valid Oklahoma Driver License. 
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