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Classification Specification
	

	
	6200100

	
	PUBLIC DEFENSE INTERVIEWER



Class Summary

The responsibilities of this classification include interviewing and screening defendants accused of crimes to determine legal and financial eligibility for assignment of a Public Defender.

Distinguishing Characteristics

This is the first level in a two-level Public Defense series and is distinguished from the Public Defense Coordinator in that the incumbent interviews and screens individuals requesting a public defender.

Examples of Duties (May vary by position)

1. Interview and screen individuals requesting a public defender in a variety of locations including the program office, at various court locations and in the County jail.

2. Identify pertinent information such as the nature of the charge, the court of jurisdiction, critical court dates and times, arresting agency, collateral holds, bail, codefendants, parole or probation officer, prior charges, prior attorneys, address and telephone number.

3. Identify if a defendant has a constitutional or statutory right to an attorney.

4. Determine the appropriate governmental body responsible for assuring that an attorney is available for a defendant.

5. Request required confidential financial information from clients.

6. Perform mathematical computations required by eligibility forms and financial statements.
7. Recommendation financial eligibility of a defendant to the Case Coordinator.
8. Provide information and referral resources.

9. Secure financial documentation. 

10. Investigate and verify information provided by clients. 

11. Determine if a defendant is financially able to hire his or her own attorney. 
12. Complete intake forms and enter client information into a data management system.

13. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of criminal justice system including legal terms and proceedings, the judicial and law enforcement process
Knowledge of public, private or not-for-profit indigent programs and their operational methods
Knowledge of interviewing techniques and investigative follow up
Knowledge of program and/or office administration methods
Knowledge of entry-level automated data entry systems
Knowledge to provide professional assistance to diverse types of people
Knowledge of legal procedures and terminology and the ability to explain them to others in clear, understandable terms

Skill in reading computer printouts and court records
Skill in writing legibly and in using correct spelling
Skill in performing basic mathematical calculations
Skill in consistent application of office policies, guidelines, procedures, state laws and court rules
Skill in reading and comprehending public documents, financial documents and legalese
Skill in interacting on a one-on-one basis with a diverse and potentially hostile clientele
Skill in working calmly and professionally with difficult clients
Skill in developing and maintaining effective working relationships with defense attorneys, prosecutors, judges and other Court staff within area of specialization
Skill in reading, speaking and understanding a foreign language may be required for special assignments
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Public Defense Coordinator and Interviewer
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