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CITY OF GRAND PRAIRIE  

invites applications for the position of: 

Victim Services Coordinator 

 

SALARY:  $45,929.00 - 
$73,485.00 
Annually  

OPENING DATE:  03/20/14 

CLOSING DATE:  
04/18/14 05:00 
PM  

JOB DESCRIPTION:  

The purpose of this position is to oversee and administer the Victim Services Program. This is accomplished 
by counseling and providing personal advocacy; providing victim outreach; assisting victims in filing for 
Texas Crime Victims’ Compensation; and performing grant management. Other duties include overseeing 
database management; and interacting with other City employees and citizens, and supervising volunteers, 
seasonal employees and interns. 
 
  

ESSENTIAL JOB FUNCTIONS:  

 Counsels and provides personal advocacy by making in-person contact and telephone the victims of 
violent crimes; and assisting domestic violence victims in obtaining emergency protective orders. 

 Provides victim outreach by making in-person contact, telephone, and mail outreach to victims of 
violent crimes; providing information and referrals; and providing food and transportation as 
needed. 

 Assists victims in filing for Texas Crime Victims’ Compensation by explaining Texas Crime Victims’ 
Compensation and the requirements; providing applications and relevant forms; reviewing 
application packages for completeness and accuracy; obtaining offense reports from appropriate 
agencies; faxing documents to Austin; and following up with victim and Texas Crime Victims’ 
Compensation. 

 Performs grant management by providing grant record keeping including the statistics required for 
program performance reports and audits; assisting in grant application process; monitoring 
expenditures; ensuring the program operates within guidelines of the Criminal Justice Division Office 
of the Governor and meets the legal requirements mandated by law. 

 Oversees database management by designing and maintaining databases relating to grant services; 
and providing for statistical purposes including: VOCA, CPS, and Crime Victims’ Compensation.  
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MINIMUM QUALIFICATIONS:  

 Requires a Bachelor's degree in a relevant field to the position.  Prefer a Master's degree in a revelant 
field to the position & Bilingual skills 

 Requires two (2) years of experience in related work. 

 A valid Texas Class C Driver's License. 

 Prefer relevant license in counseling (LMSW, LPC, LCSW)  

ADDITIONAL INFORMATION:  

Candidate will be required to pass pre-employment screening which includes drug screen, polygraph, 
psychological, and background investigation. 

 
APPLICATIONS MAY BE FILED ONLINE AT:  
http://www.gptx.org/ 
 
318 W. Main Street 
Grand Prairie, TX 75050 
972-237-8192 
 
careers@gptx.org 
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