Role:

J.C.C.C. Volunteer Program Monitor
Job Description

Responsible for the Juvenile Court Conference Committee Volunteers and cases assigned

within a specific area. Directly responsible to the Volunteer Coordinator at all times.

1.

2.

10.
11,
12.

Responsible for completing and submitting, in a timely manner, all the necessary forms and
proper documentation related to any cases and/or the program.

Responsible for finding locations for any and all related activities to the program (l.e.
conferences, monthly/bi-monthly committee meetings, volunteer trainings, community service
sites, etc).

Responsible for working with the chair/co-chair of the committee assigned within the specific
area in developing the agenda for the monthly/bi-monthly committee meeting. Also,
preparing the necessary information (i.e. sign in sheets, documentation logs, etc.) For any
and all activities/meetings related to the program.

Responsible for attending all staff meetings and trainings assigned to by the immediate
supervisor.

Responsible for disseminating any and all information to the volunteers and community.
Promote a positive image of the department in the community and maintain a high level of
professionalism and moral character at all times;

Work in harmony with all department staff and perform any and all duties as assigned to
insure the efficient operation of the program.

Ensure that all cases assigned are kept up to date with the proper documentation and in
order.

Assist the staff within the program and department when necessary or assigned by the
immediate supervisor.

Any other duty, responsibility, or task as assigned by the immediate supervisor.

Preferably be bilingual.

Wear the appropriate attire that will convey a professional derneanor which is acceptable for a
appearance in the office and community at all times.
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