


Job Opening –  
 Family Assistance Coordinator 
Location – Oklahoma City, OK
Salary:  $38,850.00 - $44,100.00 benefits
Definition: Under direct supervision, coordinates death investigation information and assists families in understanding the role of the medical examiner in the death of their loved one. Including victims of violent crimes, accidental deaths, suicide, and natural deaths. 
TYPICAL FUNCTIONS:
The functions within this job will include, but are not limited to the following: 

· Provide information about the medical examiner’s office and their loved one to the family as soon after the death as possible. 
· Gather information from investigators and pathologist in reference to the cause of death, type of injuries and what information may be released to families. 

· Contact family members directly after the autopsy with results of the gross examination.
· Contact family members as requested by pathologist to gather pertinent information in relation to the death
· Arrange for requested conferences with the investigator and/or pathologist.
· Encourage family members to call any time with questions or concerns.

· Maintain log of cases to be tracked and daily update of all cases in progress. 

· Maintain communication with appropriate district attorney and police departments regarding families served in order to be of maximum assistance in coordinating contacts and information exchange. 
· Keep case files updated with documentation of case progress, telephone conversations, conferences and case disposition. 

· Responsible for providing Crime Victim resources to families of all cases of victims of violent crimes.

· Responsible for counseling families as required and remaining a source of information and support, for as long as necessary after the death.

· Prepare statistical data on tracked cases and assist in preparing agency annual report. 
Knowledge & Skills:
Knowledge of medical terminology, anatomy and physiology, pharmacology, pathology, psychology and counseling.  Must have working knowledge of other programs offering assistance to families and knowledge of the process of funeral homes, police departments, district attorneys, etc.  Must have the ability to present clear and accurate written and oral reports.  Ability to represent the agency in a professional manner with integrity and exhibit good people skills.  Ability to protect confidentiality must be unquestioned.  Intermediate level skills in personal computers, working in a Windows environment.  Ability to successfully complete any necessary training required by the agency.

Education and Experience:

Baccalaureate Degree in Psychology or Certified Family Counseling. Prior experience with a police department, funeral service, counseling center or another medicolegal investigative office desired.  
At the option of the Chief or Deputy Chief Medical Examiner, years of experience in related fields may be substituted for education or other stated qualifications. 

Must be able to pass a rigid character and background investigation. 

APPLICATION PROCEDURES:  Send cover letter with resume via mail or email to:  Lori Shively, Administrative Officer, 921 NE 23rd Street, Oklahoma City, OK 73105 or lori.shively@ocme.ok.gov.  
