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Vermont Department of State’s Attorneys and Sheriff

SAS Victim Advocate – Rutland County, Rutland









How to Apply

Applicants must send a brief cover letter, resume (including starting/ending months and years) and list of 3 work-related references (including name, title, organization and daytime phone) to Rutland County State’s Attorney: Ian.Sullivan@vermont.gov and  sas.jobs@vermont.gov. This position will be open until filled. Please indicate where you heard about this position.  To view all vacancies, visit  https://prosecutors.vermont.gov/job-opportunities.

Class Definition: Advocacy, coordination and guidance of services for victims of crime under the goals of the Victim Assistance Program. This position is supervised by the State’s Attorney in the county office to which the position is assigned.  The position works to reduce the adverse impacts of criminal victimization to ensure fair and appropriate treatment of the victim by the entities with whom the victim may expect to interact (state’s attorneys, law enforcement, courts, corrections, etc.). Makes appropriate referrals for support and assistance to address issues that result from victimization. Required to manage caseload in a timely and effective manner to ensure assistance to victims.   Must represent the program and SA office in a professional manner both on and off-duty. Must establish and maintain effective working relationships within the Department and with our partner agencies and organizations. Must have excellent interpersonal skills, and demonstrate empathy, emotional intelligence and maturity, particularly in dealing with victims of crime and other vulnerable populations. Must maintain self-composure under stressful situations.  
Examples of Work: Serves as advocate, key contact/liaison to victims of crime providing short-term counseling
 and support. Provide assistance to the victim in navigating the criminal justice system. Identifies the needs and concerns of the victim and transmit that information to appropriate parties. Apprises victims of their rights. Keeps victims updated about the status of the criminal case, seek input, and provide notification of key events (e.g. scheduled depositions, arraignments, conferences, jury draw, court dates).  Supports victim through depositions and trial preparation. Helps victim identify necessary documentation for compensation and restitution. Attends key events (e.g. depositions, status conferences and/or trial) with the victim as necessary or requested. Helps with the scheduling of appearance(s) of the victim to reduce inconvenience or risk of harm. Assists with arranging transportation and childcare as necessary to attend depositions, court hearings, etc.  Assists victims in retrieving property from law enforcement and in obtaining protection from harm and threats of harm arising out of the cooperation with the criminal justice process. Assists victims in obtaining witness fees and/or victim compensation and minimizing loss of pay or other benefits resulting from participation in depositions, hearings, or trial.  Must input victim caseload data for reports.  Must communicate the outcome of the case, including the rights and choices available to the victim post-sentencing. The Victim Advocate must comply with all state, department and office protocols, rules, requirements. Must perform timely data entry into case management system(s). Collaborates with key partners and identifies resources to provide support to the victim. Assists in mentoring new Victim Advocates, and in the education / training of partners and community members interacting with victims of crime. Upon request of the Department or the State’s Attorney, may assist in the review of legislation, proposed bills, and internal protocols and policies that involve the Victim Advocates’ work.
Knowledge, Skills and Abilities: 

Working knowledge of issues in victimology and victim assistance, including working with individuals from historically underserved populations.
Working knowledge of Vermont criminal and juvenile law, trial procedures, legal terminology and documents.
Working knowledge of resources available to assist victims of crime.
Ability to serve as an effective advocate within the criminal justice process.
Ability to interpret and explain legal procedures and determinations to victims with clarity and sensitivity.

Ability to plan, organize, prioritize and effectively manage a caseload under time constraints and in response to crisis situations, and to work under pressure in an emotionally charged environment.

Ability to interview and elicit key information, analyze problems and recommend solutions.
Ability to counsel1 and communicate effectively and identify challenges, resources and solutions.
Ability to maintain confidentiality of information/ PII data in accordance with rules, regulations, law.
Ability to type and perform data entry with MS Word, Outlook, SAS case management system(s).
Ability to communicate effectively orally and in writing, compose letters/correspondence, memos, reports, etc. 

Ability to exercise good judgment, courtesy and tact in carrying out assigned duties.
Ability to establish and maintain effective working relationships.

Environmental Factors:  Duties are performed in a standard office setting as well as field and courtroom settings. Travel is required for which private means of transportation must be available. Must be able to work under pressure and deal with victims in emotionally charged circumstances. May encounter potentially dangerous persons in the performance of this job. Employees may expect that some work duties will occur outside standard work hours.
Minimum Qualifications:
Bachelor’s Degree. One year of work experience at or above a technical support level in counseling, social work, legal work, human services program delivery, criminal justice, paralegal work, or other related, relevant discipline.

Additional relevant work experience in human services, criminal justice, legal or other relevant fields can be substituted for the Bachelor’s Degree on a 6-month for semester basis. 

� The term “counseling” and “counsel” does not refer to licensed, medical, legal or clinical counseling for which professional regulation is required by State law. It denotes advice and guidance relevant to the program, process, system, and other available resources.





