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Classification Specification
	

	
	6200200

	
	PUBLIC DEFENSE COORDINATOR



Class Summary

The responsibilities of this classification include ensuring adult clients are represented by a public defender.

Distinguishing Characteristics

This is the second level in a two-level Public Defense series and is distinguished from the Public Defense Interviewer in that the incumbent coordinates public defense cases within an assigned area.

Examples of Duties (May vary by position)

1. Monitor and coordinate case flow, daily case assignments and case information between contract agencies and the Office of Public Defense staff.

2. Identify coverage for a specific court and staff needs.

3. Identify potential client/attorney conflicts and reassign cases based on potential conflicts.

4. Compile, distribute and enter case data into an automated data management system.

5. Answer questions from Interviewers and office staff within assigned area of specialization.
6. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of criminal justice system including legal terms and proceedings, the judicial and law enforcement process
Knowledge of public, private or not-for-profit indigent programs and their operational methods
Knowledge of program and/or office administration methods
Knowledge of entry-level automated data entry systems
Knowledge to provide professional assistance to diverse types of people
Knowledge of legal procedures and terminology and the ability to explain them to others in clear, understandable terms
Skill at reading computer printouts and court records
Skill in writing legibly and in using correct spelling
Skill in performing basic mathematical calculations
Skill in consistent application of office policies, guidelines, procedures, state laws and court rules
Skill in reading and comprehending public documents, financial documents and legalese
Skill in interacting on a one-on-one basis with a diverse and potentially hostile clientele
Skill in working calmly and professionally with difficult clients
Skill in developing and maintaining effective working relationships with defense attorneys, prosecutors, judges and other Court staff within area of specialization
Skill in reading, speaking and understanding a foreign language (some positions)
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Public Defense Coordinator and Interviewer
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