Additional Job Duties

CHIEF PUBLIC DEFENDER:
1) Monitor Hidalgo County jail roster sheets:

a. Chief Public Defender is to monitor the status of all inmates within the Hidalgo County Jail regardless of whether the Public Defender’s Office legally represents them;

b. Chief Public Defender is to notify the District Attorney’s Office Misdemeanor Intake Section by phone and fax if an inmate with a Class B misdemeanor charge has been in custody for 15 days or more without filing;
c. Chief Public Defender is to notify the District Attorney’s Office Misdemeanor Intake Section by phone and fax if an inmate with a Class A misdemeanor charge has been in custody for 30 days or more without filing;
d. Chief Public Defender is to notify the District Attorney’s Office Felony Intake Section by phone and fax if an inmate with a felony grade charge has been in custody for 45 days or more without filing.

2) Pilot Project: McAllen Municipal Court – Judge Kathleen Henley
a. Chief Public Defender is to maintain the pilot project initiated with the Judge Kathleen Henley and McAllen Municipal Court
b. Chief Public Defender is to monitor all persons obtaining bonds from McAllen Municipal Court and work to contact family members to assist with immediate bail release from custody. 

3) Improve quality of the Hidalgo County Criminal Defense Bar

a. Chief Public Defender will sponsor at least two Continuing Legal Education courses a year relating to criminal law.
i. Hidalgo County Public Defender’s Office is currently co-sponsoring training in Standardized Field Sobriety Test Certification in July 2007.

b. Chief Public Defender will create a library of legal resources on the practice of criminal law for use by all attorneys representing indigent clients. 

FIRST ASSISTANT PUBLIC DEFEDNER:
1) Texas Tropical Mental Health
a. The First Assistant Public Defender is to act as a liaison between Texas Tropical Mental Health Jail Diversion Unit, the county courts at law and the District Attorney’s office.

b. The First Assistant Public Defender is to act as a resource to the county courts at law and the District Attorney’s Office on possible treatment plans available to mentally ill or mentally retarded defendants.

c. The First Assistant Public Defender is to act as a resource to the Texas Tropical Mental Health Jail Diversion Unit on possible legally options available to their mentally ill or mentally retarded clients.

2) Monitor attorney caseload numbers
a. The First Assistant Public Defender is to be responsible for weekly caseload checks for all attorneys within the Public Defender’s Office to ensure the office is operating within state grant and American Bar Association guidelines for caseload maximums per attorney per year. This will ensure quality of work for each client with the Public Defender’s Office.
3) Hidalgo County Criminal Defense Lawyers Association

a. The First Assistant Public Defender will work to reestablish and maintain the Hidalgo County Criminal Defense Lawyers Association.

ASSISTANT PUBLIC DEFENDER:

1) Resource for County Courts at Law
a. Assistant Public Defenders are to be present in county court at law whenever that court hears a criminal docket regardless of whether the public defender’s office has a caseload that day.

b. Assistant Public Defenders are to remain in county court at law whenever a criminal docket is heard to act as a legal resource for the court and for immediate assistance to any defendant requesting legal counsel on their case. 
2) Defender Data Criminal Case Management System

a.  Assistant Public Defenders will be responsible for imputing detailed data of their cases into the case management system (including case disposition type, arresting agency information, and hours worked) to track deficiencies within the office so that improvements can be made to the quality of client representation.
3) County Court at Law # Six

a. Assistant Public Defenders are to be a resource and cover additional duties and responsibilities for cases that are filed in the newly created County Court at Law # Six. 
INVESTIGATOR:
1) Office management duties:
a. Establish and Maintain personnel files;
b. Maintain and audit all financial records;
c. Ensure that office is within budgetary guidelines of state grant;

d. Order and purchase office supplies and equipment.
e. Process and audit all invoices for payment to Auditors office.

f. Process and maintain timesheets and employee leave reports.

2) Agreed Bond Reductions:
a. Investigator is to deliver, in person, all Agreed Bond Reductions to Justice’s of the Peace or Municipal Court Judges as needed.

ADMINISTRATIVE ASSISTANT/ INTAKE OFFICER:

1) Monitor Public Defender jail roster sheets:
a. Intake Officer is to monitor the status of public defender clients who are in custody over six days;

b. Intake Officer is then to notify the District Attorney’s Office Misdemeanor Intake Section by phone and fax to push for an immediate filing of a public defender case in a County Court at Law. 

2) Make contact with the families of inmates/ clients:
a. Intake Officer is to make contact with a client’s family members to inquire if any funds are available to assist with their bail.

3) Make contact with arresting agency:

a. Intake officer is to make contact with the arresting agency to inquire on the delay in offense report submissions to the District Attorney’s Office.
4) Make contact with county court at law staff:

a. Intake Officer is to make contact with the county courts at law to set public defender clients for immediate hearings before the court once the District Attorney’s office has filed charges with the county clerk’s office.

5) Maintain Defender Data Criminal Case Management System

a. Intake office is to be responsible for ensuring that the all information entered into the Defender Data Case Management System is correct and up to date for grant and county reporting purposes.
