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NOTICE OF JOB OPENING

Position
DRUG TASK FORCE COORDINATOR
FEDERAL GRANTS DIVISION
OKLAHOMA DISTRICT ATTORNEYS COUNCIL

Applications Accepted

Until Filled

Approximate Start Date
 Immediate
Submit Application & Cover Letter to:

Alecia Nash, Human Resources Officer

District Attorneys Council

421 N.W. 13th Street, Ste. 290

Oklahoma City, OK  73103

405.264.5004 or send email to:

alecia.nash@dac.state.ok.us 
with Drug Task Force Coordinator in the subject line.

Salary Range

Commensurate with Qualifications, Education, and Experience
Full State Benefits

The Drug Task Force Coordinator position provides multi-jurisdictional drug task forces in the state with a central point of contact for operational support, consultation, and technical assistance.

Qualifications:

· A minimum of five years of drug enforcement experience is preferred. 

· Excellent communications skills, both oral and in writing.

· Good organizational skills with the ability to plan, coordinate, and evaluate the activities in multiple areas.

· The ability to establish and maintain effective federal, state, and local law enforcement working relationships.
· A valid Oklahoma driver’s license is required.

· The ability to travel throughout the state of Oklahoma with occasional overnight stays.

· Proficiency in Word computer programs and knowledge in Excel and/or Access is helpful. 

· The ability to interpret and analyze programs and apply policy material.
· CLEET Instructor certification is preferred.

· Clan Lab/Site Safety Certification is preferred.
Duties:
· Plan and coordinate all activities required to insure effective implementation of the quarterly drug task force meetings.  

· Provide technical assistance and consultation to drug task forces regarding implementation, development, and maintenance of drug task force operations. 
· Conduct on-site monitoring visits with the Drug Task Force subgrantees to ensure compliance with state and federal guidelines.

· Maintain organized and accurate subgrantee files.

· Prepare written reports and summarize recommendations regarding the general status and progress of each drug task force. 

· Serve as the liaison to the Justice Assistance Grant Board and all other meetings where there was individual or collective need for representation of the drug task forces.  

· Obtain a District Attorney Investigator commission through the Council on Law Enforcement Education and Training through one of the 27 District Attorney’s offices.

· Prepare information to be included in programmatic and fiscal reports for federal granting agency.
Position Specifications
The District Attorneys Council is the administrative and coordinating agency for the 27 district attorneys in Oklahoma. The agency provides required training for the district attorney system, handles payroll and insurance, monitors federal grants, serves as a legislative liaison, coordinates the state’s Drug Task Forces, works with the Department of Human Services in coordinating child support collection, administers Federal Grant programs for various law enforcement and community aid programs throughout the state and serves as home to the Oklahoma Crime Victims Compensation Board.

This is a full-time unclassified state position with full state retirement and insurance benefits, including paid health, dental, life, and disability insurance for the employee and 50% paid health insurance for dependents. Annual leave of 10 hours per month and sick leave of 10 hours per month begin accruing immediately. A criminal background check is required.

The non-smoking office is housed in a building with free parking. An outdoor smoking area is available.
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