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Montpelier Police Department, MPD Victims Assistance Unit  

Job Description 

Title:  MPD  Domestic Violence/Sexual Assault Advocate    Date:  June 16, 2011 

 

REPORTS TO:   Unit Coordinator                   STATUS:  Non  Exempt, Part-time 

 

MISSION STATEMENT: 

The mission of the Montpelier Police Department Victims Assistance Unit is: 

to assist victims/survivors and their loved ones with crisis intervention; 

to advocate for their rights throughout the judicial process;  

to provide resource and service referrals; and  

to promote educational opportunities for law enforcement staff and the Bear Lake Area Communities on domestic and 

dating violence, sexual assault, stalking and other violent crime victimization. 

 

POSITION  SUMMARY: 

The Domestic Violence/Sexual Assault Advocate will work to enhance services to domestic violence, dating violence, 
sexual assault, stalking, and other violent crime victims.  She/he will assist victims during times of duress by providing 
crisis advocacy, medical, legal and courtroom advocacy. She/he will be a liaison between the city and county 
prosecutor’s office for crime victims. She/he will provide referrals to medical treatment, counseling, shelter and other 
assistance deemed necessary for the healing and safety of victims.  She/he will assist victims with protection orders 
when asked by victims, law enforcement or court personnel. Advocates will also develop partnerships among local 
community and faith-based organizations, law enforcement, medical service providers, as well as agencies dealing with 
housing, job training, welfare, child protection, and child advocacy centers.  Assist with other projects or duties as 
requested by the Unit Coordinator and/or Granting Agency Staff.  

Importance                                         Essential Job Functions:                          % of Time 

1 Provide Program Services - The domestic violence/sexual assault advocate will assist 
victims of sexual assault, domestic violence, dating violence, and other violent crimes with 
safety planning; courtroom and legal advocacy in conjunction with prosecutors’ offices; 
medical, and other related advocacy; Crime Victims Funds information and referral 
assistance; case management;  shelter facilitation which includes travel and may include  
intake and exit interviews; and provide essential direct victim support. Providing culturally 
appropriate services to the minority population and communication between all 
partnering agencies.   This is an all-encompassing position and the advocate needs to be 
able to provide victims the individual services they need. To assist and educate victims as 
they try to move beyond the circle of abuse.  Ability to work on call during nights and 
weekends; carrying and diligently responding to 24-hour Crisis Phone providing crisis 
intervention and coordinated community response. Ability to facilitate a women or 
children’s group. Ability to complete quarterly reports for state and national grants.  Ability 
to collaborate effectively with law enforcement, probation, court systems, prosecuting 
attorney and other community partners.  Coordinate the Bear Lake County Multi-
disciplinary Team. Attend conferences, trainings and meetings as required by the position. 
Provide other project support as needed.  Stay abreast of current issues pertinent to 
profession by reading research articles, books, and viewing videos/DVDs and other related 
media as assigned.   

 
 
 
97% 

         2 Education and Community Awareness: Promotion and active involvement in Community 
Awareness Events/Venues and all Training Opportunities hosted by the Department. 

 
3% 
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MINIMUM QUALIFICATIONS 

1.   High School graduate. Preference will be given to those with a post-secondary degree. 

2. Proficiency in Word, Excel, Power Point, desktop publishing and data/recordkeeping software. 

3.   Must be able to work independently as well as with a team. 

4.           Possess good written, verbal, and record keeping skills. 

5. Strong interpersonal and problem solving skills. 

6.  Good organizational skills with attention to detail. 

7. Must be sensitive to the needs of people, spoken and unspoken, and be tolerant of diverse lifestyles and values. 

8. Willing to develop a working knowledge of resources for victims of intimate partner violence and other crimes. 

9. Must be able to pass a background check. 

10. Must have a reliable vehicle, valid driver’s license, and a current proof of insurance. 

11. Must understand the strict rules of confidentiality under which the Montpelier Victims Assistance Unit operates 

and agree in writing to abide by them. 

12. Proof of legal status to work in the United States. 

PHYSICAL REQUIREMENTS: 

1. Approximately 85% of the time is spent sitting at desk or workstation. 

2. Approximately 15% of the time is spent standing, walking, bending, kneeling and lifting. 

3. Occasionally lifts 25 lbs. 

4.   Off-site meetings, travel to other offices, seminars, etc. 

 

WORKING CONDITIONS/ENVIRONMENT: 

Approximately 90% of time is spent indoors in temperature-controlled environment and 10% traveling to out-of-office 

activities.  This position requires sharing office space with other staff. 

TOOLS AND EQUIPMENT: 

Equipment used includes computer software such as e-mail, creating documents/spreadsheets, fax and copy machines, 

and other general office equipment.  Should possess a valid driver’s license and have access to reliable, insured 

transportation to attend off-site meetings, conferences, and events as well as visiting various programs and partner 

agencies. 

 


