Position Description

Title:  Pardon Fellow – Part Time
Classification: Non-Exempt

Scope of Position:
· Provide case management, coaching and support to individuals who have a criminal background with the overarching goal of completing the pardon process through customer-centered services, a well-established Re-Entry Services Department. Work closely with the PA CareerLink®  Re-entry staff and community partners to empower clients to clear their criminal’ background to thrive as active participants in the community.

· Outreach to communities impacted by criminal records and additional community organization partners not yet involved in the pardon process.
· Participate in periodic meetings of the Pardon Project of Lancaster County and of the statewide Pardon Project.
· Other duties as directed by your supervisor
Essential Functions:
Pardon Coaching:

Learn the pardon process and application so as to assist (coach) people with criminal records apply for a pardon and to teach others how to become a Pardon Coach.

Case Management:

Participant information, as well as case updates, will be centralized in an internal tracking system and spreadsheets and will include the following:

· Data required for referral to the Pardon Project (as needed for the Application for Clemency) 

· Date of contact with client, date client received informational materials (including videos) about criminal records, expungements and pardons

· Date client referred to the Pardon Project

· Date application submitted to Board of Pardons

a. PDF copy of pardon application for client file

b. Copy of pardon application to client

· Contact client to track:

a. Date of “present status” interview by Probation and Parole 

b. Date of Merit Review by Board of Pardons
c. Date of Public hearing on pardon application

d. Vote of the Board of Pardons

e. Date of Governor’s decision on pardon application 
Community Outreach:
· Explain criminal records, expungements, “Clean Slate,” commutations and pardons when and as needed, and host information sessions (by zoom and otherwise) 

· Enlist community nonprofits to serve as Pardon Hubs (places providing information and services about criminal records, expungements and pardons).

· Identify and Train Pardon Coaches (individuals willing to help others complete the pardon application)
Requirements: 
· Must have criminal history record in PA that is visible on the website of the Administrative Office of the Pennsylvania Courts  https://ujsportal.pacourts.us/CaseSearch 

· Must have reliable form of transportation and be able to travel to community meetings, etc.
· Must be committed and dependable 

· Candidate should demonstrate superior communication, presentation and organizational skills

· Candidate should demonstrate computer literacy and be proficient in using basic software and navigating the internet
Qualifications: 
· Passion for working with this clientele and making an impact 

· Positive, energetic, “can-do” attitude, and great people skills

· Willing and able to take on all different types of responsibilities

· Can operate independently and also demonstrate strong team/collaboration skills

· Detail-oriented, good follow-up skills, and able to work well under deadlines in a fast-paced environment
· Prior experience (personally or via a close family member) in the criminal justice system (grant requirement)

· Household family income at or below 200% of the federal poverty guidelines
Preferred:
Lancaster
Issued: 3/11/19

