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Harris County District Courts Job Description

JOB TITLE:

Manager III/Drug Court Program Manager 

DEPARTMENT:
Administrative Office



Harris County District Courts



Reports to the Specialized Caseload Manager

HOURS:

40 Hours Per Week/Flexible
SALARY:

$3,500/mo. to $4,140/mo. negotiable on experience
EDUCATION/EXPERIENCE: Bachelor’s degree in Business Administration, Public Administration, or a related field.  Knowledge of the justice system and justice administration. Knowledge of drug court and mental health court principles and practices strongly preferred.
JOB SKILLS: A valid driver’s license is required.  Applicant must be computer literate.  Proficiency in Microsoft applications such as Word, Access, Outlook, etc. is a must. Familiarity with State and Federal grants, particularly BJA/OJP Justice Improvement Grants, is desired. The candidate should be generally knowledgeable regarding addiction, alcoholism and pharmacology; also knowledgeable of gender, age and cultural issues that may impact an offender’s rehabilitation.  Excellent verbal and written communications skills are required.
JOB DESCRIPTION:  

The Program Manager will 
· Prepare and manage drug court dockets;

· Maintain individual program participant files;

· Prepare materials for and participate in drug court staffing;

· Supervise interns;

· Schedule and monitor client referrals and clinical evaluations of prospective program participants;

· Prepare and manage court case transfers;

· Perform daily docket maintenance in the Case Management System;

· Conduct or monitor client orientations;

· Maintain client releases, program contracts and other agreements as appropriate;

· Assist with data collection and development of  reports in the Information Management System;

· Update client and referral information in the Information Management System;

· Participate in program operational meetings;

· Monitor issuance and service of warrants for apprehension of fugitive court defendants as necessary;

· Prepare court related documents as necessary;

· Assist with Grant Writing;

· Coordinate community service projects for program participants;

· Maintain the program alumni bank account, and  prepare financial reports;

· Remain current on literature relating to substance abuse and addiction; 

· Assist with provider interviews and monitoring contracts with drug treatment service providers;

· Assist with the organization and preparation of Drug Court related events and meetings;

· Oversee communication between drug court team members;
· Other duties as assigned.
To Apply: Submit a letter of application and  resume by April 30, 2013 to: 

Lisa Rodriguez
Administrative Offices of the District Courts
1201 Franklin, 7th Floor
Houston, Texas 77002

Email: Lisa_Rodriguez@Justex.net
Harris County is an Equal Opportunity Employer
Date 2/22/2007


