Central Iowa Juvenile Detention Center

Job Description
Client Service Coordinator 2
Essential Duties and Responsibilities:
The following duties are normal for this position.  These are not to be construed as exclusive or inclusive.  Other duties will be required and assigned.

· Administers Drug Analysis
· Implements timeliness of each specimen collection.
· Maintains the integrity of the collection process.

· Ensures the privacy of the clients being tested.

· Ensures the security of the specimen.

· Assists in the maintenance of the facility drop sites.

· Maintain full time office and satellite offices for testing

· Transportation of clients, secure and unsecure 

· Communicates on a professional level to DHS Workers, Probation Officers, etc.

Required Knowledge, Skills and Abilities:

· Valid Driver’s license and Good Driving Record
· Professional Communication skills.

· Ability to function as a team member.
· Ability to complete job tasks in a competent manner.

· Some Computer literacy and office skills.


Minimum Employee Requirements:

· 18 years of age

· Cell Phone
· Clear Child Abuse Record Check
· Acceptable Criminal History Check

· Proof of Auto Insurance and Reliable vehicle

· Less than 3 moving violations in the past three years (severe count as two, i.e. OWI, Excessive Speeding)


Education, Experience And Training:

Preference given to candidates with:
· College Degree

· Experience in the Criminal Justice Field

· Continuing College Level Courses
· Related Employment Experience or Training


Benefits:
· Good wage 

· I.P.E.R.S.
· Flexible Scheduling

· Great resume builder

Classification
· Non-exempt
I have read this job description and understand the requirements and expectations involved in accepting employment in the capacity of a Client Service Coordinator 2.
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__________________________

Name





         Date
