
 

 

 

 

PRINCE GEORGE COUNTY, VIRGINIA 

 
February 2021 

 

DRUG COURT COORDINATOR 

  

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs difficult technical and administrative work supervising and participating in the Drug Court Program; does 

related work as required.  Work is performed under general supervision.   

 

Work involves risk to personal safety due to close contact with the offender population in a community corrections 

setting.  The worker may be exposed to blood borne pathogens and may be required to wear specialized personal 

protective equipment.  This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a 

negligible amount of force frequently or constantly to move objects; work requires reaching, fingering, and repetitive 

motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 

required to perceive information at normal spoken word levels; visual acuity is required for depth perception, color 

perception, preparing and analyzing written or computer data, operation of machines, determining the accuracy and 

thoroughness of work, and observing general surroundings and activities; the worker is not subject to adverse atmospheric 

conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Plan, implement and monitor the day-to-day activities of the Drug Court to ensure compliance with key 

components of Drug Courts and best practice standards. 
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 

from the position if the work is similar, related, or a logical assignment to the position.) 

Observes and directs the work load and activities of the Drug Court Program; 

Monitors program expenditures, prepares annual drug court grant and completes all required reports; 

Coordinates and facilitate interdisciplinary training for drug court team members; 

Serves as staff to the required Drug Court Steering Committee; 

Collaborate extensively with community based service providers, Courts, attorneys, law enforcement, probation and other 

stakeholders to provide services to participants and ensure proper functioning program; 

Identify service gaps and develop community resources; 

Coordinate and participate in pre-court staffing, court hearings, conferences, meetings and committees as needed;  

Organize and disseminate information to Drug Court team and stakeholders as needed; 

Evaluate and assess potential participants; 

Maintains files and correspondence; 

Provide case management including assessment and case planning for active participants; 

Oversee administration of participant drug testing and assist in urine drug testing as needed; 

Stay current on evidence based practices for Drug Courts and ensure programs utilize these practices whenever possible; 

Collect and analyze data utilized for statistical and narrative reporting; 

Seek additional funding opportunities and develop or assist in development of funding requests such as grant proposals; 

Promote team integrity and facilitate the resolution of conflicts that may arise; 

Participates in emergency response operations as required in a declared emergency by County officials; completes 

required NIMS training as a condition of employment; 

Performs related tasks as required. 
 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of the office methods, procedures and practices of a Virginia Court; thorough knowledge of 

business English, spelling and office management; ability to perform a considerable volume of detailed financial record 

work.  Requires knowledge of and experience with project management, budget preparation, grant writing, ancillary 

service development, problem-solving court principles, substance use disorders, and serious mental illness.  Possess 

general knowledge of human behavior, social science and rehabilitative techniques and objectives.  Possess the ability to 



 

 

establish and maintain positive working relationships with Community Corrections, Judges and Courts, legal, law 

enforcement, clients, victims, families and the general public.   

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited college or university with 

major course work in criminal justice, public administration, sociology, psychology, counseling or some related field 

desired.  A minimum of five years of experience in human services/criminal justice field required.  General knowledge 

of Drug Courts, the criminal justice system, substance use disorder, serious mental illness, and community based service 

providers required.  Specific management experience in problem solving courts or community corrections is a plus.  

Demonstrated willingness and ability to accept significant responsibilities and duties.  

 

SPECIAL REQUIREMENTS: 

Possession of an appropriate driver’s license valid in the Commonwealth of Virginia.  Completion of DCJS basic 

skills.  Possession of VCIN certification within 6 months from the date of hire. 


