
MISSAUKEE COUNTY 

 
Title:   Crime Victim Rights (CVR) Advocate    Department:   Prosecuting Attorney (PA)  

 

Purpose: 
Under the supervision of the PA and the PA Office Manager/Victim Rights Coordinator, the 

CVR Advocate will provide rights to victims of crime as defined in PA 87 of 1985, the Crime 

Victim Rights Act, as well as the Michigan Constitution, Article 1, Section 24. The advocate will 

perform duties to assist victims and prosecutors as cases progress and resolve through the court 

system. 

 

Responsibilities/Essential Job Functions: 
Any employee in this position may be called upon to do any or all of the following essential 

functions. These examples do not include all of the duties which the employee may be expected 

to perform.  To perform this job successfully, an individual must be able to perform each 

essential function satisfactorily. 

1. Contact all victims of crime to assess their needs.  When appropriate, make referrals 

to community agencies. 

2. Prepare victims for court proceedings. Explain the court process, hearing dates, act as 

liaison between PA and victim, accompany victim to court if requested. 

3. Notify victims of hearing dates, times, places, plea agreements, sentencing and final 

disposition. After final disposition, review and complete file for restitution 

information, follow-up as needed. Notify victim of future contact from pre-sentencing 

investigator and related follow-up procedures.   

4. Assist victims with preparing written or oral impact statements for use in presentence 

investigation reporting or at time of sentencing. 

5. Develop/secure printed and Internet resources for victims of domestic violence, 

sexual assault, child abuse, etc. 

6. Provide information to victims regarding the Michigan Crime Victim Notification 

Network (MCVNN) and assist with sign-up. 

7. Assist victims in gathering documentation for restitution, assist with application to the 

Crime Victim Services Commission, and provide information regarding civil 

processes available to help collect restitution. 

8. Maintain contact through appeals, provide information regarding the appellate 

process. 

9. Provide information/spread awareness regarding CVR services to the community. 

10. Perform other related duties as assigned. 

 

Employment Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities, and 

minimum qualifications necessary to perform the essential functions of the position. 

1. Work requires graduation from high school.  An Associate’s Degree in Business 

Administration or related field is preferred. 

2. Requires at least one (1) year of previous office/clerical experience, preferably in an 

attorney/legal office setting. 

3. Considerable knowledge of local, state and federal law as it pertains to crime victim 

rights desirable. 

4. Requires general knowledge of the court process for Family, District and Circuit 

Courts. 

5. Must have ability to type, operate a desktop computer, and operate MS Windows-

based software programs. 



6. Must be able to assist victims in a compassionate manner while maintaining strict 

confidentiality. 

7. Must be able to read, write and communicate effectively.   

8. Must be clean, have a pleasant, caring manner, be helpful, and able to work well with 

other people. 

 

Physical Requirements: 
This job requires the ability to perform the essential functions contained in this description.  

These include, but are not limited to, the following requirements: 

1. Ability to sit in a chair at a desk for extended periods. 

2. Ability to stand and walk in order to travel between desk and adjacent offices and to meet 

customers for assistance. 

3. Ability to bend over to access files. 

4. Ability to lift five pounds regularly and occasionally, up to 15 pounds. 

5. Ability to hear, see, and speak English. 

Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 

or more of these requirements. 

 

Working Conditions: 
1. Works in an office environment, daily shift is 8:30 AM to 5:00 PM with ½ hour unpaid 

lunch. 

2. May be required to occasionally attend meetings outside the normal work schedule with 

advance notice provided. 

 

Fair Labor Standards Act (FLSA) Status: 
Non-exempt. 
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