Notice of Job Opening

Position

Restitution Recovery / Victims Assistance Clerk

Applications Accepted Through
Friday, February 27, 2009
E-mail Cover Letter and Resume’ to:
suzanne.breedlove@dac.state.ok.us
District Attorneys Council

421 NW 13th, Suite 290

Oklahoma City, OK  73103

405-264-5006
Salary & Benefits
$26,000 - $28,000

Full State Benefits

Duties
· Answer incoming calls to the victims’ division and redirect calls as necessary.  

· Answer general questions from the public regarding the victims’ compensation and assistance programs.

· Assist victim/witness personnel and service providers with claim status information.

· Inform victims of crime of various resources that may be available to them statewide.

· Provide claim assistance to walk-in visitors.

· Process daily deposits to the State Treasurer.

· Review and make recommendations on claims submitted for additional consideration.

· Assist in the review and determination of claims for subrogation recovery.

· Monitor ongoing restitution/subrogation activities.

· Correspond with various agencies monitoring restitution and notify them of the Board’s subrogation interest.

· Monitor and submit restitution requests through District Attorney Offices.

· File subrogation liens.

· Provide data entry services.

· Update addresses for victims and service providers.

· Process all mail for the division.

· Schedule appointments for division staff upon request.

· Assist with various mailings and perform other duties as deemed necessary for the efficient operation of the Victims Services Division.

Qualifications
To qualify for this position, applicants must have:

· Excellent communication skills (oral and written).

· The person in this position will be required to talk extensively to victims of violent crime who may be emotionally distraught. Superb listening skills, patience, and empathy are critical.

· Excellent work ethics and interpersonal skills.

· A Bachelors Degree in social services or psychology; or a combination of education and  experience assisting victims of violent crime.
· A minimum of two years of experience in an office environment.

· Self-discipline and excellent organizational skills.

· Excellent computer, writing, spelling, and typing skills.

· The ability to remain calm with people in crisis.

· The ability to learn quickly.

· The ability to maintain confidentiality and disassociate ones self from the effects of listening to and reading graphic crime information.
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. Annual leave of 10 hours per month and sick leave of 10 hours per month begin accruing immediately. A criminal background check is required.
