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Community Supervision and Corrections Department

Job Description

	Job Title:
	Assessment Specialist
	Job Code:
	9994500
	Job Grade:


	N/A

	Reports To:
	Supervisor
	Pos. No:
	Various
	FLSA Code:
	Non-Exempt


	Unit:
	CATS
	Location:
	Various
	
	



	Job Summary:  Evaluate community supervision clients who have substance abuse issues and potentially other factors, including mental illness, in order to determine treatment needs and assist with supervision decisions.  Produce legal documents (i.e. reports) which have a direct impact on client recidivism rates and public safety within Dallas County.
Management Scope:  None.




	General Duties and Responsibilities
	% of Time

	Collaborate with CATS support staff to ensure that clients are seen in a timely manner.


	05

	Conduct assessment interviews with clients after collecting and integrating information from a variety of sources, including computer records.

	25

	Formulate accurate diagnoses and make substantiated treatment recommendations that reflect clients’ need and risk factors for court review and possible testimony. 

	15

	Provide written reports to probation officers and the courts, including DSM-IV diagnoses and treatment recommendations, in a timely manner.


	40

	Assist in providing consultation to probation officers regarding clients with substance abuse problems and potentially other issues, including mental illness.


	10

	Perform other duties as assigned.


	05


Minimum Qualifications
	Education / Licensure Requirement
	Training

	Education equivalent to a Master’s Degree in Psychology, Counseling or Social Work.
Licensed or licensed-eligible in the State of Texas as a professional counselor (i.e. LPC, LPA).
At least one (1) year of experience providing direct services to clients with mental illness and/or substance abuse issues.
	Advanced training in substance abuse issues.




	Job Title:
	Assessment Specialist
	Job Code:
	9994500
	Job Grade:


	N/A

	Special Requirements/Knowledge
	

	Thorough or extensive knowledge of:


	Ability to:



	· Diagnosis and treatment of substance abuse/dependence disorders.

· Current treatment methods and standards of care that are available and appropriate for clients based on their level of risk and need.

· Ethical principles in the field of Psychology (adherence is required).

Since the majority of clients have multiple psychological concerns and reports must be produced within concise time frames, the following skills are critical:

· Strong diagnostic and conceptualization skills

· Strong time management skills

· Strong organizational skills 

· Crisis management skills
	· Synthesize information from multiple sources regarding a client’s substance abuse, individual history and level of risk/need.

· Identify criminogenic risk factors as well as the nature of the client’s substance use problems as they relate to identifying the appropriate treatment method

· Complete substance abuse evaluation reports in a timely manner.

· Communicate the assessment results effectively in a verbal and written manner.

· Establish working relationships with CATS support staff, probation officers, the courts and community-based treatment agencies.
Proficiency in:

▪     Microsoft Word


	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.


	
	
	

	Manager’s Signature: Gerald Crumpton
	Date
	

	
	
	

	Reviewed by Human Resources: Tonya Williams
	Date
	

	
	
	

	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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