
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Under  the supervis ion of  the Dist r ic t  At torney has responsibi l i ty to implement  the goals  

and object ives  of  the Cayuga County Vict im/Witness  Services  Program. Included,  

therein,  is  the responsibi l i ty to ident i fy cr ime vict im ,  advise them of  their  r ights  under  

the law,  and help guide them to relevant  community services .  Assis t  vict ims  in  

understanding and par t ic ipat ing in the cr iminal  just ice process .  
 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only) 
 

Review felony and misdemeanor  charging documents  and support ing documentat ion to 

ident i fy vict ims and help assess  the type of  services  required;  

Communicate  by telephone and correspondence with vict ims ,  witnesses ,  and service 

providers ;  

At tends local  cr iminal  courts  and county court  wi th cr ime vict ims where appropriate;  

Provides assis tance to vict ims with f i l l ing out  cr ime vict im's  compensat ion claims;  

Advises  vict ims of  relevant  community services  and makes referrals  to  those agencies  

where appropriat e;  

Complies  with s tatutory not i f icat ion and report ing requirements;  

Acts  as  the Dist r ic t  At torney's  l ia ison with community agencies  and groups such as  but  

not  l imited to Domest ic  Violence Coal i t ion,  SAVAR, Cayuga County Chi ld Sex ual  

Abuse Task Force,  e tc . ,  and at tends meet ings as  designated by the Dist r ic t  At torney;  

Maintains ,  compiles ,  and reports  to  the New York State  Crime Vict im's  Board services  

provided through the program;  

Compiles  relevant  s tat is t ics  on program goals  and object ives  and assis ts  the Di st r ic t  

At torney in wri t ing the grant  appl icat ion to cont inue the program for  the succeeding 

f iscal  year .  

Enters  necessary informat ion into database;  

Performs related work as  assigned.  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Thorough knowledge of  the court  system and proceedings occurr ing therein;  

Thorough knowledge of  relevant  community services  and agencies;  

Abi l i ty to get  a long wel l  wi th others;  

Abi l i ty to use an alpha -numeric  keyboard and ut i l ize var ious types of  sof tware ut i l ized 

by employer ; 

Abi l i ty to maintain a  s t r ic t  code of  confident ial i ty;  

Prof icient  in  typing and maintaining f i l ing system.  

Good address;   

Good judgment; 

Tact and courtesy. 
 

 

 

MINIMUM QUALIFICATIONS:  
 

(A)  Graduat ion from a regional ly accredi ted or  New York State  regis tered col lege or  

universi ty with an Associate 's  Degree or  higher  in  Criminal  Just ice,  Social  Work,  or  

related f ield .  
 


