
Augusta-Ric hmond C oanty

Approved Title: Victim/Witness Advocate Job Code: 72WZ
Working Job Title: Victims'Advocate pay Grade: 13
Department: Solicitor General's Office - Victims Assistance program
Reports to: Solicitor General
Does the Position Have Direct Reports? yes E ruo X
If Yes, What is the Title of the Position that Reports to this position:
Is this Position Safety Sensitive? yes ! No X

FLSA Classification: Non-Exempt
Date Revised: March 27,2023

Original Date Prepared: May 5,2011-

GBNrn q,L Sun'rulRv: Provides direct services and information to victims of misdemeanor crimes within the guidelines of
the Criminal Coordinating Council, local government and departmental policies. Reports to the Solicitor General or
other designated person and works with governmental and victim-related agencies, crime victims and the public to
provide administrative support.

KEY RESPONSIBILITIES AI\D PERFORMANCE STAI\IDARDS

Percentages Describe the duties and responsibilities ofthe position in the spaces provided below and assign percentage oftime
spent on each area on the left column space.

50.J Attends court sessions and assists in providing crime victims with information regarding victims' rights
pursuant to the Crime Bill Act of 1995. Will be interviewing victims. Will assist victims with victim

Assists in notification procedures for victims regarding the criminal justice process and makes follow-up

:gt:.|1tt,:!jr"t*rting Attorneys by gathering information form the victims throughout the courr process. 
]

100 Works as a liaison between victims, social services, and government agencies. Responds to requests for
information frcrmation from officials, other staff members, and the public or other individuals

Assists with grantlfunding proposals and statistical reports to meet grant requirements. Assists in documenting
date of victim contacts/notices, recording court dispositions and maintaining data for monthly and yearly
reports. Performs other duties of a similar nature or level in the office. Will be helping or assisting other
subordinate personnel in the office.

As Required

1007o Total:

Performs other duties of a similar nature and level as assigned.

)0 This section's percentage must total l00yo.

Rrqumno MINTMUM eUALTFICATIoNS :

Education: BS/BA Degree in Psychology or Social Work
Experience: Five (5) years' experience with victims or responsibilities with victims.

Knowled gelSkills/Abilities :

o Considerable knowledge of Georgia Laws pertaining to misdemeanors and victims' advocacy.
o Familiarity with County and departmental rules/regulations and the criminal justice system.

' Proficiency in implementing program activities, interpersonal relations public speaking and time management.
. Good communication skills, both oral and written.
o Demonstrated ability to work independently.
o Considerable knowledge ofmodem office procedures.

Certification: N/A

OTHER:
Does this position require staff call up in an emergency? yes n ruo X
Is travel from office to other locations required of this position? yes X tto E
If yes, what is the percentage of travel involved? Less than 50olo? Yes X firaining) No ! More than 5Oo/o? yes f] Uo fI
PERFORMANCE APTITUDES

Fll['rr:





TIData Utilization: Requires the ability to review, classifu, categorize,prioritize, and/or analyzedata. Include. | 
/'"' 

Iexercising discretion in determining data classification, and in referencing such analysis to established standards for the
purpose ofrecognizing actual or probable interactive effects and relationships.
Human Interaction: Requires the abilify to work with and apply principles of persuasion and,/or influence over others
to coordinate programs or activities of a project, and resolve typicaiproblems asiociated with the responsibilities of thejob.
Equipment: Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools,
and/or materials used in performing essential functions.
Verbal: Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data and information.
Math: Requires the ability to perform basic mathematical calculations.
Functional Reasoning: Requires the ability to apply principles of influence systems, such as motivation, incentive,
and leadership, and to exercise independentjudgment to apply facts and principles for developing approaches and
techniques to resolve problems.
Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in situations involving
the evaluation of information against sensory, judgmental, or subjective criteria, as opposed to that which is clearly
measurable or verifiable.
Physical Abilities: Tasks require the ability to exert light physical effort in sedentary to light work, but which may
involve maneuvering objects and materials of light weight (5-10 pounds). Tasks may involve extended periods of time
at a keyboard or work station.
Sensory Requirements: Some tasks require the ability to communicate orally.
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental
conditions.

FINANCIAL RESPONSIBILITY:
Is this position involved in a budgetary or financial approval responsibility? yes E uo X
Ifyes, please indicate size ofbudget or financial approval responsibility in annual dollar amount: $

TRAINING & SUPERVISORY RESPONSIBILITY:
How many people are being supervised or trained? None X
One staff Yes n ruoE Twotofivestaff Yes n No ! Sixtorenstaff Yes n No ! Morethantenstaff yes n r.ro n
The preceding job description has been designed to indicate the general nature and level of work performed by employees within
this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, ."rporribiiities, and
qualifications required of employees to this job.

REvIEWAPPRoYAIS

Employee Name (Please Print)

Employee Signature Date

Line or Staff Management Date

Department Director Date

Compensation Administration Staff Date
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Date
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Human Resources Director
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2023
Benefits

For Vacant Position

Health/Dental Insurance
Life Insurance

Fica
Medicare
Long-Term Disability
GMEBS Pension

8,600
180

6.20%
1.45%

0.235 per $100
7.60%
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Salary Structure Effective 2018

tsril1 919,433
2 f2O,OOO
t $20,729
4 +?,4024
5 *23r32Og *2{,615
7 f25,9ll
8 *27,20,6,
? g2+5o2

10 +2sze8
ll $31,093
12 f32,389
19 13s,684
1l s3+e8o
15 *36,275
t6 t:,7,571
t7 *3E E66
18 f4o,162
lg f4s,738
20 f4E 5S
2t +51,371
2t $5+187
23 +57,OO3
24 *59r82O
15 S62"536
2_F +65,453
27 *68,269
a 175,7892g uan,677
30 S87,566
3r *93,455
32 t1oa288
33 $111,121
34 +117,O1O

}illD
$az,siz
$24,29?
$25,911
$27,531
$29,150
930,769
932,399
$34,009
$35,628
$37,247
$38,866
$.+0,496
$42,1O5
$43,725
$45,344
$,16,963
$48,593
$50,2O2
$52,599
$55,838
959,076
$62,315
$55,554
$68,793
$7?,,A32
$75,27O
$78,509
$83,367
$89,945
$96,323

$102,800
$112,517
$L27,,233
$128,711

ilAx
$27,2A7
$29,150
$31,093
$33,037
$34,98O
$35,923
$38,866
$40,910
$42,753
$44,696
$'+6,6,'to
$.18,583
$50,526
$52,1169
$54,413
$56,356
$58,299
$60,243
$68,607
$7?.,832
$77,056
$81,281
$85,5O5
$89,730
$93,954
$98,179

$102,403
$ 113,683
$122,516
$131,349
$140,192
$153,432
$156,681
$175,514




