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Heroin Coordinator


Grade:  6

FLSA: Non-Exempt

Date:
06/19

Job Summary: Provides data entry for drug investigations, drug seizures, drug arrests, heroin and opioid overdoses into multiple databases; primary liaison with community partners to help implement/formulate programs and or initiatives to address community outreach, educational programs, and development of intervention strategies; performs other duties as assigned.


Essential Functions:

1. Enter drug-related investigative information in the Washington/Baltimore High Intensity Drug Trafficking Area (HIDTA) Case Explorer;

2. Enter drug-related cellular phone extractions into HIDTA’s Communications Analysis Portal (CAP);

3. Enter all fatal and non-fatal overdose investigative information into HIDTA’s ODMAP;

4. Liaison with community partners to include the St. Mary’s County Health Department, Board of Education, MedStar St. Mary’s Hospital, the St. Mary’s County Board of Education and other community mental health partners to assist with educational programs, community outreach, and development of intervention strategies;

5. Liaison with Heroin/Opioid coordinators from allied agencies for information exchange;

6. Prepare written reports and work assignments in a timely and efficient manner;
7. Performs other duties as assigned.

Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Ability to gain working knowledge of agency policies and procedures;
4. Ability to operate relevant computer systems, including hardware and software;

5. Ability to operate office equipment – copier, fax machines, multiple phone lines;

6. Ability to prioritize and multitask;
7. Ability to keep accurate records;
8. Ability to maintain confidentiality.

Education and Experience: 

1. Three years or more of law enforcement related experience;
2. Or equivalent technical training, education, and/or experience.
Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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Your signature below indicates that you have received a copy of this position description.
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