
Oceana County 
Victim Rights Coordinator 

FULLTIME; NON-EXEMPT; BENEFITED POSITION 
 
POSITION DESCRIPTION:  Under the supervision of the Prosecuting Attorney and 
direction of the Office Manager, coordinates and administers the victim rights function of 
the Prosecutor’s Office.  Ensures that victims are notified of their rights as required by law.  
Responds to inquiries regarding the program, assists victims in obtaining compensation 
from the State, and prepares reports and billings related to the program.  Ensures that 
victims are notified of court events pertaining to their cases.  Conducts interviews to 
provide victims with procedural advice and emotional support. 
 
POSTED DATE:   Wednesday, July 15, 2026 

APPLICATION DEADLINE: Open until filled 

POSITION AVAILABILITY: Immediate 

CURRENT SALARY: 35 hrs/week; hourly wage range of $19.4590 - $24.5133 
DOQE  

 
Essential Duties and Responsibilities: 
These examples may not include all of the duties which the employee is expected to perform. Other 
duties may be added at the discretion of the department head.  To perform this job successfully, an 
individual must be able to perform essential functions satisfactorily.  Duties and responsibilities 
may be added, deleted, or otherwise modified at any time. 
 

• Ensures that informational packets are sent to victims of crime to inform the victims 
of the charges filed and their rights under the Crime Victim’s Rights Act.  Provides 
victims with forms to complete and return if they choose to take advantage of their 
rights under the Law. 

• Informs victims in writing or verbally (as delineated under the Crime Victim’s 
Rights Act) of court dates and actions taken in the case.  Ensures that statutory 
requirements regarding notification are fulfilled at each step during prosecution of 
the case. 

• Advises victims of sentencing dates which includes providing impact statements to 
be completed by the victims and assists victims in preparation of such statements.  
Notifies victims of their rights to make a statement in writing or in person at the 
Sentencing and coordinates that with the Court. 

 
 
 
 



• Assists victims in completing applications for compensation to recover some of the 
expenses incurred as a result of the crime.  Provides victims with information that 
may assist in filing a claim.  Serves as a liaison between the Court, insurance 
companies, medical institutions, employers and the victims according to State 
Statute. 

• Assists victims in preparing for Court and provides support by familiarizing them 
with Court processes. Attends hearings with victims as requested. 

• Schedules appointments with the Prosecuting Attorney for victims and explains 
Court procedures and their rights to victims. 

• Remains abreast of Victim’s Rights Legislation and makes appropriate adjustments 
to the program. 

• Advises the Prosecuting Attorney of problems that may exist related to victims and 
works with victims and the Prosecuting Attorney should the victims be harassed or 
threatened. 

• Prepares MDHHS Grant Reports and Applications for reimbursement to the 
County for program expenses. 

• Refers victims to domestic violence shelters, mental health agencies and other 
human service agencies as appropriate. 

• Gathers information regarding any restitution requests and relays that information 
to the Prosecuting Attorney. 

• Attends and participates in meeting and conferences related to victim’s rights, 
which may require travel. 

• Complete the hourly requirement for training as outlined in the MDHHS 
Agreement. 

• Performs other duties as directed by the Prosecuting Attorney and/or Office 
Manager. 

Knowledge, Skills, & Abilities: 
• Proficiency in English grammar, spelling, and punctuation. 
• Knowledge and ability to use a personal computer to prepare reports, maintain 

records, search for and compile data. 
• Interpersonal skills necessary to develop and maintain effective and appropriate 

working relationships, co-workers, representatives of other agencies, professional 
contacts, elected officials, victims and families, and the public. 

• Ability to maintain strict confidentiality of closed proceedings or other matters 
which may be highly sensitive and/or in which information is non-public record. 

• Knowledge of court procedures, including recordings filing and retention systems.  
• Knowledge of mathematics to include addition, subtraction, multiplication, division 

and percentages. 
• Knowledge of current court methods, procedures and practices.  Ability to 

comprehend and apply statutes and court rules. 



• Ability to communicate in writing to include proper usage of English, grammar, 
punctuation, spelling and business writing to prepare letters, memoranda, reports, 
and forms. 

• Ability to communicate orally with individuals, co-workers, and attorneys in order 
to obtain and provide information. 

• Ability to read and comprehend documents, records and other correspondence 
filed with the court. 

• Ability to accurately file documents and records as needed. 
• Ability to operate a computer and software such as database, spreadsheets and 

word processing as needed to compile and analyze data to prepare comprehensive 
and accurate reports. 

• Ability to work independent of others, adaptable and detail oriented, decisive and 
have a strong work ethic. 

• Knowledge of The State of Michigan Court system procedures and practices as they 
relate to victims’ rights.  

Minimum Qualifications:  
Education: 

• High school diploma or equivalent. 
 
Experience: 

• Two years of progressively more responsible experience in providing clerical and 
administrative support, preferably in a legal office or court environment. 

 
 

All interested parties should submit cover letter and resume, with references,  
to the following address: 

 

Oceana County Administrator’s Office 
Attn:  Jessica LaPointe, Financial/HR Coordinator 

100 S. State Street, Suite M-4, Hart, MI 49420 

Or email to jlapointe@oceana.mi.us 
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