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Community Supervision and Corrections Department

Job Description

	Job Title:
	Counselor
	Job Code:
	9992300
	Job Grade:


	N/A

	Reports To:
	Assistant Supervisor
	Pos. No:
	Various
	FLSA Code:
	Exempt


	Unit:
	CATS
	Location:
	Various
	
	



	Job Summary:  Provide outpatient group and individual counseling to adult probation clients who have been evaluated with substance abuse issues.  Develop, implement and monitor intervention plans.  Provide counseling services to IOP clients.  Ensure that work meets established CJAD substance abuse standards, federal, state and local regulations and funding requirements.
Management Scope:  None.



	General Duties and Responsibilities
	% of Time

	Conduct intensive outpatient substance abuse groups.


	30

	Recommend assessment referrals or treatment plans for clients with significant non-compliance issues.  Monitor processes and procedures to ensure that conditions of probation are being met.   Provides case consultation to probation officers regarding clients with mental illness and/or substance abuse problems.


	20

	Monitor deadlines and participates in caseload staffings and audits to ensure completeness, accuracy and compliance with policy, grant standards, funding and licensure requirements, special conditions of community supervision, and CJAD general and substance abuse standards. Complete documentation of daily work activities in departmental and CATS-specific databases.

	15

	Prepare and submit monthly and quarterly statistical reports, upon request.  Complete and submit written evaluation reports to probation officers and courts in a timely manner.


	20

	Build cooperative relationships with court and field personnel, the District Attorney’s Office, the Public Defender’s Office for the purpose of information sharing, problem solving, and positive public relations.


	05

	May represent the department in oral presentations, hearings, trials, interacting with the judiciary, law enforcement and other agencies to communicate ideas and solve problems.


	05

	Perform other duties as assigned.

	05


Minimum Qualifications
	Education / Licensure Requirement
	Training

	Education equivalent to a Bachelor’s Degree in Counseling, Psychology or a related field from an accredited college or university.  
Master’s Degree, preferred.

License-eligible as an LCDC, LPC, LMSW, or LPA in the State of Texas.
	· EBP
· MI

· Substance Abuse (advanced)


	Performance Competencies
	Special Requirements/Knowledge

	Ability to consistently perform at an effective level in the following areas:


	Ability to demonstrate a thorough and / or working knowledge in the following:

	· Technical Knowledge
· Effective Communication

· Teamwork

· Setting High Personal Standards

· Concern for Accuracy

· Taking Initiative

· Concern for Effectiveness

· Flexibility

· Innovation
	· Evidence-based practices
· Community supervision laws
· CJAD standards and rules
· Interviewing, investigation and report preparation
· Court Alternative System (CAS) and related information 


	Physical/Environmental Requirements
	Additional Requirements

	· Primarily perform work inside a standard office environment.  

· May perform work inside a secured facility with potential exposure to hepatitis, tuberculosis, lice and other diseases.  

· Ability to travel to various work site locations within Dallas County is required.  

· Requires prolonged sitting, standing, walking, and the ability to lift files, boxes, and other materials up to 15 lbs., unassisted.
	· Ability to effectively communicate, both verbally and in writing.  

· Ability to establish and maintain effective working relationships with employees, departments and the general public.  

· Must possess and maintain a valid Texas Driver’s License and automobile liability insurance, with a good driving record.
· Must pass an extensive background check during new hire process, when applicable.


	Gerald Crumpton
	
	

	Manager’s Signature: 
	Date
	

	Tonya Williams
	
	

	Reviewed by Human Resources: Tonya Williams
	Date
	

	Dr. Michael E. Noyes
	
	

	Approved by CSCD Director: Dr. Michael Noyes
	Date
	


This job description shows typical requirements of a position within this classification.  This description is not intended to be all-inclusive.  Individual positions may vary slightly in functions, job dimensions and requirements.  The percentage of time devoted to each function is only an estimate and may change depending on the specific departmental tasks.  Candidates whose disabilities make them unable to meet these requirements will still be considered fully qualified if they can perform the Duties and Responsibilities of the job with reasonable accommodation.
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