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Position:  Victim Rights Advocate 
Grade:  5


FLSA: Non-Exempt

Date:
07/22

Job Summary:  Acts as the point of contact for the public within the Sheriff’s Office on matters related to police misconduct in accordance with the Maryland Police Accountability Act of 2021 - HB670. Liaisons with the Police Accountability Board (PAB) regarding case management and processing. Provides direct support to the Department head and staff including, but not limited to, secretarial, administrative, and clerical services, and personnel administration involving administrative investigations. 


Essential Functions:
1.  Regularly meet with members of the public who have filed complaints against deputies explaining each phase of the investigative process to include:  The complaint, investigation, Administrative Charging Committee and Trial Board Process;

2. Provide the Complainant with an opportunity to review a police officer’s statement, if any, before completion of an investigation by a law enforcement agency’s investigative unit;

3.   Notify the Complainant of the status of the case at every stage of the process;
4.   Maintain and operate the Public Complaint Software database;
5.   Prepare and provide a case summary to a Complainant within 30 days after the final disposition of the case; 
6.   Liaison with the Police Accountability Board (PAB) concerning citizen complaints reported to    the PAB; 
7. Daily contact with individuals visiting OPR; Assists with compiling statistical data for the Annual Report and for special requests;
8.  Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Sheriff’s Office policies and procedures;

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

3. Expert knowledge of department practices and procedures;

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

5. Ability to effectively communicate with other staff members; 
6. Ability to prioritize and multitask;

7.  Ability to use available resources to research information;

8.  Ability to keep accurate records;
9. Ability to learn and operate relevant computer systems, including hardware and software;

10. Math and language skills.


Education and Experience: 

1. Associates degree;

2. Three or more years of related experience; 

3. 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 or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


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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