
Comal County 
Job Description 

 
Job Title: P/TF/T Veterans Treatment Crt 
Coord 

Job Code Number: 099 

Department:  County Court at Law #2 Salary: N12 
Employee Name: Alisha Fraser Employee ID: 3909 
FLSA Status: Non-Exempt Report To: County Court at Law #2 
Prepared By:  Human Resources Prepared Date: 07/2016 
Approved By:  Commissioners Court Updated: 
  

SUMMARY    
This position will be dedicated to Veterans Treatment Court and will work extensively with the Veterans Treatment Court Judge, 
Veterans Justice Outreach officer, MHDD, County Clerks, Adult Probation Department Administration, Veterans Administration, 
medical and benefits coordinators, Community Behavioral Health providers, Jail liaisons, County Jail Administration, Department 
of Rehabilitation and Corrections Administration, law enforcement, other criminal justice partners,  and all related staff. The 
Coordinator’s primary function is to oversee all Veterans Treatment Court operations. The position recommends, plans, develops 
and coordinates the continuing implementation of the Veterans Treatment Court program. 
 
SUPERVISION RECEIVED  
Works under the general supervision of County Court at Law #2, the Veterans Treatment Court 
 
SUPERVISION EXERCISED  
Supervision is composed of coordinating with the public using group sessions, or personal “one-on-one” contact.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Duties include the 
following: 
 

1. Maintenance of Veterans Treatment Court for Specialized Docket certification. 
2. Liaison between the County Court at Law #2 staff, Probation Officers and service providers (e.g., case management, 

substance abuse treatment, employment counseling) and assist the Judge in maintaining community support for 
necessary services and in fostering continued collaboration between the criminal justice and treatment agencies involved 
with the program. 

3. Development and evaluation of Veterans Treatment Court goals, measures and outcomes. 
4. On-going analysis and review of work and case flow issues and governing local rules. 
5. Prepare educational and community outreach presentations for Veterans Treatment Court Judge and Court personnel. 
6. Assist with preparing original and updated content on the Court's Veterans Treatment Court Website and Annual Report. 
7. Provide technical assistance in the administration of the Veterans Treatment Court program and consult with the 

Veterans Treatment Court Judge on a wide range of organizational and managerial issues including, but not limited to, 
Veterans Treatment Court efficiency and internal and external quality assurance. 

8. Identify and pursue local, state, federal, community and private funding sources in to support the program. Work closely 
with the Veterans Treatment Court treatment team to promote team integrity and coordinate team training (e.g., assess 
training needs, identify training opportunities and coordinate attendance to trainings); collect resources (relevant 
literature), and coordinate and attend program meetings, team staffing and court hearings and meetings of the Veterans 
Treatment Court Advisory Board. 

9. Maintain Veterans Treatment Court program administrative files, prepare and disseminate program correspondences, 
required reports, handbooks, manuals, brochures, and program statistical information. 

10. Assist the Court’s Community Outreach Coordinator and act as a liaison in establishing relationships between Veterans 
Treatment Court program, Veterans Treatment Court team members, Court employees, inter/intra-agency network 
communications, media, and the public (federal and local) including, but not limited to, surveys, and community/client 
based outreach activities/events. 

11. Develop data collection protocol, design forms, coordinate data collection and entry, summarizing data, and produce 
reports. 

12. Assist the VJO as needed to interview clients and conduct intake evaluations, collect and complete required 
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documentation, and assist in determining eligibility for Veterans Treatment Court participation based on nature of 
charge, past history, and requirements for specialty court. 

13. Review all incoming cases and complete/review Veterans Treatment Court eligibility referral and other forms received 
from public defenders, jail staff, courts, attorneys, bonding officials and the community, and present to court. 

14. Contact potential candidates for Veterans Treatment Court upon notification of arrest by Sheriff’s Office and other local 
law enforcement agencies and provide program information. 

15. Assist in the development of Veterans Treatment Court program guidelines. 
16. Collaborate with other treatment program staff and counselors to determine appropriate services needed. 
17. Research and prepare detailed reports on participant progress for consideration by Judge, Prosecutor’s Office staff, 

defense attorney, treatment providers, Veterans Administration Services, and other team members and provide 
recommendations for treatment, program progression, or sanctions. 

18. Coordinate with Veterans Treatment Court team and participate in team meetings, attend court proceedings, and serve as 
liaison with federal Veterans Administration Affairs staff. 

19. Ensure that appropriate materials and documentation have been prepared for Court sessions, and brief the Judge on 
issues. 

20. Locate and interact with local providers of Veterans treatment and counseling services. 
21. Coordinate with other social service, educational, and health agencies to provide advocacy and resources for program 

participants. 
22. Schedule and coordinate all travel arrangements for conferences and training for Veterans Treatment Court staff. 
23. Perform other duties as assigned. 
24. Attendance is an essential function of the job. 

 
Note:  The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission 
of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to 
the position and is assigned by the supervisor. 
 
KNOWLEDGE, QUALIFICATIONS, SKILLS and ABILITIES 

1. Excellent interpersonal skills and ability to communicate effectively, both orally and in writing, with Judges, staff, Court 
employees, attorneys, litigants, and the public. 

2. Experience in outcomes evaluation, grants management, and strategic planning and management. 
3. Superior organizational and management skills. 
4. Possess a working knowledge of mental illness, war zone related stress, post–traumatic stress (PTSD), Traumatic Brain 

Injury (TBI), military sexual trauma, depression, mental health crisis, domestic violence, and alcohol and substance 
abuse. 

5. Ability to work independently without daily supervision and organize and prioritize duties. 
6. Ability to work effectively and in a professional manner when under stress and confronted with tight deadlines. 
7. General understanding of Court operations and processes. 
8. Effective time management, reliability and punctuality. 
9. Proficient in the use of Microsoft Office and statistical software applications. 
10. Possess a professional appearance and demeanor at all times. 
11. Ability to maintain sensitive and confidential information and the highest ethical standards. 
12. Knowledge of federal, state, and local laws affecting operation of the Veterans Treatment Court. 
13. Knowledge of counseling techniques and applications. 
14. General knowledge of social service policies and procedures and of local social services, organizations, programs, and 

resources available. 
 
MANDATORY QUALIFICATIONS: 
 
 
EDUCATION and/or EXPERIENCE 
B.A. or B.S. degree from an accredited college or university plus three (3) years of criminal justice and/or treatment 
community related work experience.  
Prefer active duty reserve, National Guard, or honorably discharged Veteran of the United States Armed Forces, and 
professional license in counseling, social work or related field. 
 
OTHER SKILLS AND ABILITIES  
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Typing, computer skills, good listening skills, attention to detail, and ability to work independently on complex veterans and 
family issues.  Valid Texas Driver’s license is required. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read, analyze, and interprets general business periodicals, professional journals, technical procedures, or 
governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively 
present information and respond to questions from groups of managers, clients, customers, and the general public. 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. 
Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to 
deal with problems involving several concrete variables in standardized situations. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions of this job. 
While performing the duties of this job, the employee is regularly required to sit and talk or hear. The employee frequently is 
required to use hands to finger, handle, or feel objects, tools, or controls. The employee is occasionally required to stand; 
walk; reach with hands and arms; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 
10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters while performing 
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  
  
The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
Formal application, rating of education and experience; oral interview and reference check; job related tests might be 
required.  
 
This job description does not constitute an employment agreement between the employer and employee and is subject to 
change by the employer as the needs of the employer and requirements of the job change.  The employee further understands, 
and accepts, that this position falls under the provision of an “At Will” employment, and under no circumstances is this a 
contract for employment.  
 
 
Approval: ____________________________________       Approval: ___________________________ 
   (Supervisor or Department Head)             (Commissioners Court) 
 
 
Effective Date:  ________________________________      Revision History:_____________________ 
 
 
Acknowledgement of employee:  _________________________________________________________ 
                        (Printed Last Name, First Name, MI) 
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Signature of employee:  _________________________________________________________________ 
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