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COUNTY OF CONTRA COSTA 
Department of Human Resources 

, 
, 

invites applications for the position of:

Public Defender Client Services Specialist
Bargaining Unit: Local 1 - Investigative Unit

An Equal Opportunity Employer

SALARY: $33.23 - $40.39 Hourly 
$2,658.40 - $3,231.30 Biweekly 
$5,759.86 - $7,001.14 Monthly 
$69,118.32 - $84,013.68 Annually 

DEPARTMENT: Public Defender

OPENING DATE: 12/30/19

CLOSING DATE: 01/12/20 11:59 PM

THE POSITION:

The Contra Costa County Public Defender's Office is recruiting to fill a vacant Public Defender Client
Services Specialist position. This position is located in the Public Defender's office in Martinez, CA and
reports to an Assistant Public Defender. 

The Public Defender's Office has over 85 attorneys serving the Courts of Contra Costa County. There
are three branches of the main Public Defenders Office: Martinez, Richmond and Walnut Creek. In
addition, there is an Alternate Defenders office in Martinez. The Public Defender's Office staff, at every
level, are dedicated to one purpose: to provide excellent legal services to our clients.

Under general supervision the incumbent that fills this position will develop a knowledge base of local
resources for alcohol and other drug treatment services available to clients of Public Defenders. This
position will interview adult and juvenile clients of Public Defenders in and out of custody to secure
background information regarding treatment needs, conduct psychological and social assessments,
prepare written reports and recommendations for rehabilitative treatment and placements, and
perform related work as required. The incumbent will also visit juvenile clients in out-of-home
placement and other facilities throughout the State, prepare reports of those visits, and collaborate
with juvenile attorneys to ensure the success of juvenile clients in placement.

We are looking for someone who:
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works independently and is flexible
displays integrity
is good at multi-tasking and time management
displays compassion and empathy 
has familiarity with the reentry population

What will you typically be responsible for?

Interviewing clients in our local jails, in other facilities, and in the community
Working with Public Defender attorneys to document treatment options and to find alternatives
to custody
Collaborating with various governmental and community-based organizations on behalf of Public
Defender attorneys and clients 
Connecting clients with community-based resources for drug and alcohol treatment, mental
health treatment, and other social services
Transporting clients from jails to community-based programs and services
Working with juvenile clients and their families to connect them with social service resources

A few reasons you might love this job:

You will work on the front lines of a holistic defense office
You will work independently and in a fast-paced environment
You will build solid, lasting relationships with clients and support them during a critical time in
their lives

A few challenges you might face in this job:

You will have to balance multiple demands for your time and assistance
You will navigate a web of social services systems across the county
You will have to locate residential and community-based placements that are an alternative to
custody 

TYPICAL TASKS:

Interview public defender clients both in and out of custody, to obtain background information
regarding treatment needs and report the information and recommendations to the assigned
attorney
Visit juvenile clients in group homes and other placement facilities around the state, and prepare
reports for juvenile attorneys summarizing those visits
Collaborate with juvenile attorneys to ensure clients in out-of-home placement receive needs-
appropriate treatment and services
Provide referral services to adult and juvenile clients for drug and alcohol rehabilitation and/or
other behavioral or mental health treatment
Consult with and inform Deputy Public Defenders of drug treatment options
Transport clients to treatment facilities
Maintain current knowledge of rehabilitative and treatment programs and services available
within the county and throughout the Bay Area
Prepare reports, for both internal and court use, for attorneys within rigid time frames
combining all information to be used in the sentencing of adult and juvenile offenders
Maintain detailed extensive case logging and referral system 

MINIMUM QUALIFICATIONS:

Possession of a valid California Motor Vehicle Operator's License. An out of state valid Motor Vehicle
Operator's License will be accepted during the application process; AND

Possession of a Bachelor's degree from an accredited college or university with a major in psychology,
sociology, social welfare, or a closely related field; AND

Three (3) years of full-time or its equivalent as a social worker or certified drug and alcohol counselor.

Substitution: A Master's degree in Social Work, Psychology or a closely related field may be
substituted for one (1) year of the required experience.

SELECTION PROCESS:
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1. Application Filing:  All applicants must apply on-line at www.cccounty.us/hr and submit the
information as indicated on the job announcement by the final filing date. A completed
Supplemental Questionnaire is required at the time of applying.

2. Application Evaluation: Depending on the number of applications received, an Application
Evaluation Board may be convened to evaluate and select the best-qualified candidates for
invitation to the next phase of the examination.

3. Written Examination: An written examination will be conducted to measure candidates'
competencies as they relate to the job. These may include but are not limited to:  Professional
and technical expertise, analyzing and interpreting data, action and results focus, innovation,
coaching and developing others, safety focus, political and organizational savvy, professional
integrity and ethics, active listening, oral communication, writing and teamwork. (Weighted
100%)

The written exam is tentatively scheduled to take place the week of January 27, 2020

The Human Resources Department may change the examination steps noted above in accordance with
the Personnel Management Regulations and accepted selection practices. 

CONVICTION HISTORY
After you receive a conditional job offer, you will be fingerprinted, and your fingerprints will be sent to
the California Department of Justice (DOJ) and the Federal Bureau of Investigation (FBI). The resulting
report of your conviction history (if any) will be used to determine whether the nature of your
conviction conflicts with the specific duties and responsibilities of the job for which you have received a
conditional job offer. If a conflict exists, you will be asked to present any evidence of rehabilitation that
may mitigate the conflict, except when federal or state regulations bar employment in specific
circumstances. Having a conviction history does not automatically preclude you from a job with Contra
Costa County. If you accept a conditional job offer, the Human Resources department will contact you
to schedule a fingerprinting appointment.

 
DISASTER SERVICE WORKER

All Contra Costa County employees are designated Disaster Service Workers through state and local
law. Employment with the County requires the affirmation of a loyalty oath to this effect. Employees
are required to complete all Disaster Service Worker-related training as assigned, and to return to
work as ordered in the event of an emergency.

 
EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of Contra Costa County to consider all applicants for employment without regard to
race, color, religion, sex, national origin, ethnicity, age, disability, sexual orientation, gender, gender
identify, gender expression, marital status, ancestry, medical condition, genetic information, military or
veteran status, or other protected category under the law

, 
Position #26SC-2019A

PUBLIC DEFENDER CLIENT SERVICES SPECIALIST
AL

Public Defender Client Services Specialist Supplemental Questionnaire

 

* 1. The purpose of this supplemental questionnaire is to provide applicants the opportunity to elaborate
on their qualifications for the Public Defender Client Services Specialist position. Resumes may be
attached, but not submitted in lieu of completing the supplemental questionnaire or the work
experience section of the application. Do not answer any of the questions below by indicating, "see
attached resume". Be brief and concise limiting your responses to the information that is relevant
to each question. Please respond "I understand" below, that you understand and acknowledge this
information.

 I Understand

* 2. I have read and understand that I must meet the minimum qualifications for this position to move
to the next step in the recruitment process. • Possession of a valid California Motor Vehicle
Operator's License. An out of state valid Motor Vehicle Operator's License will be accepted during
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the application process AND • Possession of a Bachelor's degree from an accredited college or
university with a major in psychology, sociology, social welfare, or a closely related field; AND •
Three (3) years of full-time or its equivalent as a social worker or certified drug and alcohol
counselor. Substitution: A Master's degree in Social Work, Psychology or a closely related field may
be substituted for one (1) year of the required experience.

 Yes     No

 

* 3. Do you possess a valid driver license?

 Yes
 No

* 4. Please select the option that best matches your HIGHEST educational attainment.

 High School Diploma / G.E.D.
 Attended some college and possess 0-29 semester / 0-44 quarter units of coursework from an

accredited college/university
 Attended some college and possess 30-59 semester / 45-89 quarter units of coursework from an

accredited college/university
 Attended some college and possess 60+ semester / 90+ quarter units of coursework from an

accredited college/university
 Completion of an Associate Degree from an accredited college/university
 Completion of a Baccalaureate Degree from an accredited college/university
 Completion of a Master's Degree from an accredited college/university
 Completion of a Juris Doctorate Degree from an accredited college/university
 Completion of a Ph.D. from an accredited college/university
 None of the above

* 5. If you indicated that you possess a Baccalaureate Degree, Master's Degree or PhD, please indicate
your major. If you do not possess a degree please type N/A in the field below.

* 6. How much full-time, or its equivalent, experience do you have as a social worker or certified drug
and alcohol counselor?

 I have over 5 years of this experience
 I have 4 years to 4 years 11 months of this experience
 I have 3 years to 3 years 11 months of this experience
 I have 2 years to 2 years 11 months of this experience
 I have 1 year to 1 year 11 months of this experience
 I have some, but less than 1 year of this experience
 I do not have any experience in this area

* 7. I certify that I meet the announced requirements for this examination and understand that I will be
eliminated at any stage in such examination if it develops that, in fact, I do not meet them. I
further certify that all statements made in this supplemental questionnaire and application are true
and I agree and understand that misstatements or omissions of material facts will cause forfeiture
of my rights to employment with Contra Costa County.

 Yes     No

 

* Required Question


